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C H A P T E R I 
INTRODUCTION 
Recognition of the Personnel Function 
Up-to-date retailers everywhere are acknowledging 
more and more the need for intelligent personnel administra-
tion as a vital factor in successful store operation. They 
have come to regard as a very practical matter the establish-
ment and maintenance of a system to produce maximum employee 
efficiency and contentment. 
In a department store, service is as important as 
merchandise and the store must do a superior job on employ-
ment, training, and personnel relations. The official in 
charge of personnel management has the immediate task of 
achieving these ends. 
Purpose of This Study 
The objective of this study is to analyze the per-
sonnel policies of department stores of Eastern Canada and 
then to summarize the conclusions and suggest improvements 
in the existing personnel programs. 
Definition of a Department Store 
A department store may be defined as a retail or-
ganization carrying several classes of merchandise includ-
ing women's ready-to-wear, with each class separated from 
the others in management, accounting, and location. (1) 
The department stores included in this survey in 
addition to carrying women's wear, handle such items as 
men's and boys' clothing, children's wear, piece goods, 
smallwares, home furnishings, furniture, automobile acces-
sories, groceries, furs, hardware, paint, farm machinery, 
ship's supplies and one even operates a real esta te depart-
ment and prides itself on the fact that it sells "anything 
from bobbypins to houses". (2) 
Department stores have two classifications, one 
based on ownership and the other based on clientele. Clas-
sification on the basis of ownership has three divisions: 
independent, chain, and ownership group. The independent 
has no ownership affiliation with other department stores, 
the chain includes not only those organized as chain stores 
but also most of those operated by concerns whose earlier 
business was exclusively o£ the mail order type. In the 
(1) Converse, P. D. and H. W. Huegy, The elements 
of marketing, 2d., ed., rev., New York: Prentice-Hall, Inc., 
~46, P. 33 
(2) Whynot, Irving c. Hali£ax Chronicle, November 
12, 1948, P. 2. 
ownership group type or department store, while there are 
certain features which are commonly associated with chain 
store operation, there is no central control and the uni-
formity of policy which characterizes the chain is not 
present. For the most part, in the O\vnership group type 
or department store, organizations have been formed to 
purchase existing stores and to operate them under their 
well-established and locally valuable names. (1) 
Of the twenty-nine department stores covered 
by the survey, nineteen are of the independent type, seven 
belong to chains, and none belongs to the ownership group 
type. Three of the stores do not belong to any of these 
but are large independents with many branches. 
Department store classirication according to 
clientele is usually divided into three sections: 
1. Stores selling medium-high ,and high-priced 
merchandise with the general price 
and quality level distinctly above 
average. 
2. Stores selling medium-high and lower-priced 
merchandise, centering its appeal on 
(1) Maynard, H. H. and T. N. Beckman, Principles 
of marketing, 4th. ed., New York: The Ronald Press Company, 
1946, PP• 148-149. 
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the great middle-class group. 
3. Stores putting the emphasis upon lower-priced 
merchandise and featuring a price ap-
peal. (1) 
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During the survey it was found that department 
stores in Eastern Canada do not automatically fall into one 
of these divisions but have even more rrunifications. For 
instance, one store was found to be medium-high-priced only; 
eight are medium-high-and high-priced; four are medium-high-, 
high-, and lower-priced; fifteen are medium-high- and lower-
priced; and one is lower-priced. 
Bargain basements are frequently set up by stores 
of the medium-high- and high-priced group and the medium-
high- and lower-priced type in an attempt to appeal to a dif-
ferent economic type of customer than that served by the regu-
lar departments. Where bargain basements exist, special prob-
lems in buying and selling are met by setting up separate or-
ganizations for the conduct of the basement departments and 
advertisements of bargain basement stocks are usually sepa-
rated from those of the regular departments. (2) 
In Eastern Canada, seven department stores have a 
bargain basement and in all seven the personnel of the 
(1) Ibid, P• 150 
(2) Ibid, P• 150 
bargain basement store are under the supervision of the of-
ficial in charge of the personnel of the rest of the store. 
Two of the seven operate their bargain basements as toy de-
partments during the Christmas selling season and two others 
do not use the term, "bargain basement" but designate this 
section as, "our downstairs store", and "the lower-price 
store". One basement store is of the automatic variety but 
it is operated only at the end of the seasons as a means of 
clearing out excess stock. 
Six of the twenty-nine stores included in the sur-
vey have one or more leased departments. Frequently certain 
departments of a store are leased by individuals or syndi-
cates who operate them, usually under the store's name, so 
that the customers do not know they are leased. (1) The 
outside organization operating the leased department buys 
all of the merchandise for the leased department, provides 
salespeople, and operates the department as one of the de-
partments of the store. The store owner supplies space, 
light, heat, janitor service, credit, and delivery service, 
and in return receives a definite percentage of the sales 
made in the leased department or some specified amount. (2) 
(1) Converse, P. D. and H. VV. Huegy, The elements 
of marketing, 2d., ed., rev., New York: Prentice·-Hall, Inc., 
1946, P• 341. 
(2) Ibid, p. 342. 
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As a rule, the lessee conforms to store hours and rules and 
in four of t he six stores with leased departments, the per-
sonnel of the leased departments come under the supervision 
of the official in charge of the personnel of the store. 
Personnel of leased departments in the two remaining stores 
are supervised by the lessee or his agent. 
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Departments which are leased in the six stores are 
optical goods, restaurants, beauty salons, electrical appli-
ances, and photograph studios. Some stores have only one 
leased department, the optical goods department, while others 
have more than one; none has the entire five. 
It has been estimated that thirty per cent of the 
department stores have one or more leased departments, (1), 
but the percentage for department stores in Eastern Canada 
is lower than this, being a little more than twenty per cent. 
Most of the officials interviewed seemed proud of the fact 
that they do not have leased departments within their stores 
but beyond a comment on their own self-sufficiency could not 
be drawn into a discussion of the advantages and disadvantages 
of leased departments. The lessors of these departments were 
equally non-committal. 
Interpretation of the Term "Eastern Canada" 
Since setting the limits for Eastern Canada is a 
(1) Ibid, p.341. 
"purely arbitrary matter", (1) · i'or the purposes of' this 
research, Eastern Canada is dei'ined as that part of' Canada 
east of' and including Montreal but it does not include New-
i'oundland as at t h is writing, Newi'oundland has not been 
made a part of' Canada. (2) 
Review of' Work Qg This Subject Previously Done £y Others 
Much time and ei'i'ort have gone into attempts to 
i'ind out if' previous work has been done on the subject of' 
personnel management in department stores in Eastern Canada, 
in any other section of' Canada, or in Canada as a whole, 
but no trace of' any former efi'orts has been found. 
Universities and colleges, (3) trade publications,(4) 
national and international trade associations, (5) as well 
as the personnel departments of the larger depar t ment stores (6) 
and government bureaus (7) have been canvassed by mail but no 
(1) Letter from C. H. McDonald, Chief, Merchandis-
ing and Services Sta tistics, Dominion Bureau of Statistics, 
November 19, 1948. 
(2) It is planned to h ave Newfoundland enter 
Canada on March 31, 1949, Evening Times-Globe, Saint John, 
N. B., December 13, 1948. 
(3) Dalhousie University, McGill University, 
University of Montreal, Laval University. 
(4) The Chain Store Age, Supermarket Magazine. 
(5) Retail Merchants Associations in Montreal, 
Quebec, Saint John, Fredericton, Moncton, and Sydney; 
Canadian Retail Federation; National Retail Dry Goods Assoc. 
(6) Hudson's Bay Company; The Robert Simpson 
Company; T. Eaton Co., Ltd. 
(7) Dominion Bureau of Statistics, Merchandising 
and Services Division. 
record of a regional analysis or similar undertaking has 
been uncovered. 
Description £! Methods of Investigation 
~io methods of investigation were used in gather-
ing material for this project: 
1. Personal interviews of personnel directors 
of department stores in many towns 
and cities of Eastern Canada 
2. Use of general sources of information such as 
professional and trade publications and 
government bureaus. 
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In addition to these two, much helpful information 
was obtained from various colleges and universities of Eastern 
Canada and from national and international trade organizations. 
The personal interviews were conducted with the 
officials i n charge of the personnel of twenty-nine depart-
ment stores situated in Campbellton, Moncton, Saint John, 
Glace Bay, Halifax, New Waterrord, Sydney, Charlottetown, 
Summerside, Montreal, and Quebec City (see Table A) and in-
cluded department stores of various sizes with personnel 
population ranging £rom £i£ty employees to sixty-rive hundred 
and totalling 19,651. (See Table B) A distance of 3524 
miles was covered on the trips which were made in the period 
from November 27, 1948, to December 31, 1948. 
C H A P T E R I I 
PLACE OF PERSONNEL WORK IN DEPARTMENT STORES 
Early History 
Many department stores were developed from dry 
goods stores, a few were originally general stores, and 
others began as men's and women's clothing stores. (1) 
With the addition of various lines, it seemed the natural 
thing to do to appoint particular individuals to have re-
sponsibility for those lines. Thus, the word, "department", 
indicates a subdivision along merchandise lines. (2) 
In the smaller stores where the owner was in 
direct daily contact with all employees there was no need 
for an organized personnel program. The owner-manager was 
called on to employ, train, supervise, pay, and direct his 
employees; more often than not, he merely met individual 
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(1) 
of marketing, 
1946, p. 147. 
Maynard, H. H. and T. N. Beckman, Principles 
4th. ed., New York: The Ronald Press Company, 
(2) McNair, M. P., C. I. Gragg, and S. F. Teele, 
Problems 1g retailing, New York and London: McGraw-Hill 
Book Company Inc., 1937, p. 399. 
problems as they arose without tying them in as part or his 
derinite responsibilities, and rarely anticipated or rare-
stalled problems. 
As the store expanded with resultant increase in 
personnel, the responsibility or the personnel program was 
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delegated by the owner~manager to one executive who was given 
this in addition to his other work. Frequently, the store 
superintendent was the one chosen ror this duty. In other 
cases, the responsibility was split up so that some phases 
came under the general management, and others were handled 
by the department managers ror their respective departments. 
Some stores round it advisable to employ a person whose chier 
responsibility was personnel but who was given other respon-
sibilities as secondary functions. 
The size of the department store influences to a 
great extent the actual physical organization of the per-
sonnel department. In the twenty-nine stores visited, it 
was round that the proper functioning of personnel policies 
was the responsibility of a great variety of store orricials 
as the following table shows: 
Official in Charge No. of Stores 
or Personnel 
Personnel director 16 
Assistant personnel director 1 
Mgnager 4 
Department supervisor 2 
(continued) 
Official in Charge 
of Personnel 
Store superintendent 
Controller 
Manager in cooperation 
with department super-
visor 
Merchandise manager and 
department heads 
Supervisor of staff re-
lations in cooperation 
with the personnel de-
partment and the oper-
ating department 
Total 
Functions 
No. of Stores 
2 
1 
1 
1 
1 
29 
The various functions of personnel work in a 
department store are: 
1. Employment and promotion 
2. Training 
3. Employee services 
4. Public relations (1) 
The survey has shovm that it is the duty of the 
personnel division to interview, test, and hire suitable 
11 
(1) Lansburgh, R. H. and 'vV . R. Spriegel, Industrial 
management, 3rd. ed., New York: John Wi l ey and Sons, Inc., 
1946, pp. 281-282. 
employees; to analyze the various jobs in the store and lay 
dovm job specifications; to determine the proper compensa-
tion for each class of job; to train, follow up and, where 
necessary, transfer employees; to handle disciplinary prob-
lems; to make plans for ratings, salary review, and pro-
motions; to initiate and develop activities for the general 
welfare of employees; and to maintain satisfactory personal 
contacts and employee and group relationships. 
Policies 
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The nature and extent of personnel policies varies 
with the individual department store. The following activi-
ties constitute the personnel policies of the department 
stores included in this report: 
1. Hiring of employees 
2. Training of employees 
a. Initial training 
b. Continuous training 
3. Setting up of standards for the performance 
of work 
4. Promotion, transfer, dismissal, and rehiring 
of employees 
5. Provision for rest periods 
6. Pay allowances while absent on account of 
illness or for certain specified 
reasons 
7. Arrangement of methods of wage payment 
8. Provision for medical and nursing care, 
hospitalization, and health exami-
nations 
9. Provision for vacations with pay 
10. System of financial aids 
a. Savings plan 
13 
b. Canada savings bond payroll deduction 
c. Pension plan 
d. Insurance plan 
(1) Life 
(2) Health 
11. Procedure for handling grievances 
12. Rewards for suggestions 
13. Freedom of discussion with management 
14. Collective bargaining 
a. Recognition of a particular bar-
gaining agency where one 
has been recognized 
b. The right of individuals to be 
heard individually 
15. Planning of recreational programs for em-
ployees 
16. Allowance of time for shopping within the 
store and for making purchases at vary-
ing rates of discount. 
No one department store in the group studied 
has all of these activities; one store, however, has all 
except the planning of a recreational program for its em-
ployees. There is a recreational program in this store 
but it is wholly in the hands . of t _he employees and . has no 
connection whatever with the personnel department. 
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In several stores some of these activities, while 
basically of a personnel nature, are classified under other 
than personnel departments for organization reasons, such as 
the size of the store, the number of employees, the talents 
and special interests of the store officials, and tradition. 
l5 
C H A P T E R I I I 
EMPLOYMENT . 
Employment is the rirst runction or the personnel 
department. The immediate success and the ruture prosperity 
or a retail store depend on the type or worker it employs. 
A new employee is. an investment which should pay immediate 
dividends, and which should increase in value with the con-
tinued expenditure of time and training. Nevertheless, the 
employee's value to the store depends very largely on her 
ability, experience, and training at the time she is hired. 
This is especially true in the smaller store where subse-
quent training and supervision cannot be as detailed as in 
the larger store. 
A definite employment policy should be laid down 
with rules governing the sources of labour supply to be used; 
the personality, education, and experience requisites; the 
plan for investigating references; and whether the possi-
bility of promotion should be a factor to be considered when 
hiring a new employee. (1) This matter will be dealt with 
more fully under "Job Analysis and Job Specification" at 
the end of the chapter. 
The greatest possible tact should be used in the 
entire employment process. The matter of public good will 
is involved and it is necessary, therefore, to see all ap-
plicants since refusing to see all applicants might result 
in missing a good one. The matter of good will also makes 
it necessary for the interviewers to know the best proce-
dure in dealing with rejected applicants who must not be 
allowed to leave the store with a feeling of displeasure 
at the treatment they received. (2) 
Sources of Labour Supply 
Because workers in department stores--in common 
with workers in other fields--are in a state of constant 
flux, the problem of personnel recruitment is a permanent 
one. Voluntary quits, discharges, and layoffsj forced 
separations on account of illness, marriage, and deathj 
transfers and promotionsj and additions brought on by ex-
pansion make gaps which must be filled and create a problem 
(1) The retail personnel primer, New York: Na-
tional Retail Dry Goods Association, 1940, PP• 14-15. 
(2) Woodhouse, Chase Going, The big store, New 
York and London: Funk and Wagnalls Company, 1943, P• 121. 
16 
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which is of serious concern to the employer financially. (1) 
The official in charge of employment must estab-
lish contacts in his area which will result in a steady 
flow of desirable applicants. The sources of labor supply 
available to employment officials of department stores in 
Eastern Canada include unsolicited applications, schools, 
agencies, newspaper advertisements, and other employees. 
Not all of the department stores in this region 
use all five sources. Four stores use one source only, 
three use two sources, seven use three, and seven use four. 
Only eight make use of all five. 
Of the various sources of supply, sixteen stores 
obtain new employees by unsolicited applications, twenty-
three use schools and colleges, twenty-four make use of 
agencies, twenty-six employ newspaper advertisements, and 
nineteen find other employees a means of securing additional 
workers. 
Many of the larger department stores find un-
solicited applications the most satisfactory means of re-
plenishing a depleted labour force while employment officers 
o f the smaller stores use it only as a last resort; past ex-
perience with this method has made them consider it un-
reliable. 
(1) Watkins, G. S. and P. A. Dodd, The manage-
ment of labor relations, New York and London: McGraw-
Hill Book Company, Inc., 1938, p. 143. 
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Schools and colleges are used as a source o:f con-
tingent, part-time, and extra help. Vihere retailing and mer-
chandising classes are taught in the schools and colleges 
(in Saint John and Montreal), these are also a source o:f 
supply o:f full-time employees. 
The one employment agency used throughout the 
district gives its services free of charge and is the fed-
eral government-sponsored National Employment Service al-
though one province (Quebec) has a provincial employment 
service and this is used, as well as the federal agency, in 
that province. 
Newspaper advertising is made use of by twenty-
six stores as noted above, but many of the officials using 
it commented that it was not a satisfactory medium, except 
in the case of office workers and employees on the executive 
level. They agreed that it was a means of securing h elp who 
had no other way of knowing of vacancies and there is always 
the possibility that one exceptional person might apply. 
Although some texts state that satisfied store 
employees are one of the best recruiting forces, because 
t h ey bring in their friends, (1) 'the employment officers 
in the department stores visited did not agree with this. 
(1) Ibid, p. 150 and Woodhouse, Chase Going, 
The big store, New York and London: Funk and Wagnalls 
Company, 1943, p. 120. 
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Most of the nineteen who do use this source made it clear 
that prospects brought in by employees of the store had to 
prove themselves before they were hired and those who do 
not use this means of securing additions to the sales force 
gave as their reason that they avoided it because of the 
bad feeling that might result if the applicant was rejected. 
The majority of those engaged in employing regard it as one 
source they shun. 
Requisitioning of Employees 
In the larger department stores, it is usually 
necessary to have a formal system of notifying the person 
responsible for employment of departmental requirements. 
Most stores have the department head make out a printed or 
mimeographed form which contains all information essential 
for securing the proper person. This requisition is sent to 
the office of the manager or employment executive and it 
is carefully examined. Requisitions are usually submitted 
several days in advance of the actual need except in the 
case of emergency replacements. (1) 
The survey showed that many of the department 
stores, particularly the smaller ones, do not use requisi-
tion forms because the owner or manager is in close daily 
(1) Watkins, G. s. and P. A. Dodd, The manage-
ment of labor relations, New York and London: McGraw-
Hill BOok Company, Inc., 1938, P• 205. 
contact with all departments and it is usually apparent 
to him when any additional help is needed. Twelve of the 
twenty-nine department stores visited utilize requisition 
forms. 
Resource File of Applicants 
A resource file of applicants is a valuable help 
to the employment officer. It is built up by making sure 
that all likely applicants make out an application form 
giving all the information which will be needed should an 
opening occur. In addition to this, the record cards of 
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extras who have been found satisfactory should be included 
with items of special interest regarding the applicant noted 
on the application card or blank. 
The files are tabbed according to the suitability 
and availability of the applicants. Usually the lists are 
reviewed and revised twice a year but the names of exception-
ally desirable individuals may be retained for a longer 
period. (1) 
Twenty-eight of t h e twenty-nine stores keep a 
resource file. In some cases this resource file is made 
up of lists of names of likely prospects who have called to 
ask for employment. Notations as to appearance, personality, 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, P• 21. 
2l 
and possible ability are made opposite each name. 
Selection and Placement 
The errectiveness or the personnel program rests 
on the successrul selection or the employees and their place-
ment in positions which they are capable or filling. (1) 
Reduction or labor turnover, general increase in 
erficiency in the organization as a whole, decrease in the 
cost or training, and the intangible advantages resulting 
rrom a contented working force are factors which show the 
value or proper selection and placement. (2) 
Various procedures are followed in the selection 
or applicants. Those employed by the department stores being 
studied include the application blank, personal interview, 
employment tests, physical examination, and investigation 
or rererences. 
The Application Blank 
In most cases, applicants arriving at the store 
ror a personal interview are rirst required to fill in an 
application blank. An actual application blank used by 
one or the stores visited is sh ovm in Figure 1. In some 
(1) Watkins, G. S. and P. A. Dodd, ~ manage-
ment of labor relations, New York and London: McGraw-
Hill BOok Company, Inc., 1938, p. 166. 
(2) Ibid, pp. 166-169. 
smaller stores the practice of having applicants fill in 
application blanks is not followed. Three of the depart-
ment stores under discussion do not have applicants fill 
in application blanks. The employment officials of these 
stores feel that they can remember all the necessary in-
formation about each employee. Two of the officials main-
tained that the filling in of an application form would 
destroy the air of informality which they regard as es-
sential for their stores. One admitted freely that he 
had not been able to find the time to study the various 
types of application blanks available but he agreed that 
they are valuable and some day he hopes to introduce them 
into his selection and placement program. 
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The written application blank serves two purposes. 
It gives the employment executive a concrete permanent record 
of the applicant's qualifications for the job and it presents 
an opportunity for him to observe the applicant's writing and 
to evaluate her accuracy and ability to grasp and follow in-
structions. 
Because of the need for permanency the form should 
be filled in in ink and the form itself should be of a size 
convenient for filing. The questions should be clearly and 
simply worded and should not be any more personal than is 
necessary to provide all the information which the store 
should have about the potential employee. 
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DEMANDE D'EMPLOI 
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Emploi de votre pere ________________________________________________ _ 
Telephone 
EMPLOIS ANTERIEURS 
_ ___ EMPLOYEUR __ -=-~~=--- I Eng~:;~,ont I ~~;~, I Raisons du Depart 
Dernier 
Emploi 
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)---------· ·-----------
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2e Avant-
dernier emploi 
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AdTesse 
REFERENCES: l l Nom 12 1-N_ om _____ ___:__ _ ----1 
Adresse Adresse 
Date: 194 Signature 
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Suff'icient space for an answer should be provided. 
~fuile no attempt was made to secure copies of' the application 
blanks f'rom all the stores visited (in some sections stores 
were f'ound to be very cautious about discussing of'f'ice record 
f'orms), some application blanks were of'f'ered and it was noted 
that while the questions conf'orm pretty much to a pattern, 
the chief fault to be found is in the small amount of' space 
allotted f'or the answer. 
The inf'ormation requested on the forms presented 
f'or examination comes under the f'ollowing headings: 
1. Personal and f'amily inf'ormation about the 
applicant such as name, address, tele-
phone number, date of' birth, place of' 
birth of both the applicant and his 
parents, occupation of' f'ather, physi-
cal disabilities or serious illnesses, 
marital status, number of' dependents, 
religion, and nationality. 
2. School record, including the names of' schools 
and colleges attended, and the certif'i-
cates or degrees received, number of' 
languages spoken fluently. 
3. Record of' experience, with the names and 
addresses of' former employers, the dates 
of previous employment, type of' position 
held and salaries earned. 
4. References. Names and addresses or those 
people who will be willing to give 
personal information about the appli-
cant. 
5. Legal agreement between employee and em-
ployer, to be filled in in case the 
applicant is given the position. 
On most or the application blanks there is space 
for the interviewer to record his comments about the appli-
cant and to indicate in what department the applicant is 
placed when hired. 
One store has a preliminary application blank 
which is filled in by all applicants during the first in-
terview. If the applicant seems promising she is called in 
later to fill in a more complete form. Another store has 
a short application form to be used when a former employee 
is rehired. The information given on this form is trans-
ferred to the permanent application form of the employee. 
rr the applicant is to be hired immediately, the 
application is filed among the active records or present 
employees. If the applicant is considered good future 
material, the blank is filed in the resource file referred 
to above. 
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The Personal Interview 
The interview is an indispensable agency in ob-
taining necessary information regarding applicants for 
positions. (1) All twenty-nine stores use the personal 
interview in selecting employees. 
Many stores have a preliminary and a final inter-
view. Vfuen the applicant presents herself, she is inter-
viewed briefly to find out if she is suitable for store em-
ployment. If she is not, she is turned away as tactfully 
as possible. If she meets the store's standards as to ap-
pearance, speech, and other obvious characteristics, she 
is allowed to fill in an application form. 
After he has gone over the application blank, the 
employment officer conducts a complete interview for the 
purpose of finding out if the applicant is a desirable em-
ployee from the viewpoint of the store as a whole. In al-
most every case, if she seems satisfactory, the applicant 
is then interviewed by the manager of the department in 
which she is to work, who determines whether the require-
ments of the department are satisfied. Some stores follow 
the practice of having the department manager conduct t h e 
first interview and of h aving the en1ployment executive see 
(1) Watkins, G. s. and P. A. Dodd, ~ manage-
ment of labor relations, New York and London: McGraw-
Hill Book Company, Inc., 1938, p. 175. 
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only those applicants who have been approved by the depart-
ment head. In any event, the department managers and the 
employment officer work very closely in the selection and 
placing of applicants. 
Employment Tests 
Employment tests of specific ability are used 
by fifteen of the twenty-nine stores. These take the form 
of language tests and arithmetic tests. Language tests, 
to determine proficiency in both English and French, are 
given in almost all the stores visited in the province of 
Quebec and there too, there is a tendency to test arith-
metical ability. In the other provinces, arithmetic tests 
only are given. 
The language tests are oral, obviously, and the 
arithmetic tests consist of a few problems of the type en-
countered daily in selling. In Figure 2 is shovna a copy 
of one of the arithmetic tests actually used by one of the 
department stores. 
A few of the stores require applicants for of-
fice positions to pass tests in typewriting and shorthand 
iE they are applying Eor stenographic or secretarial posi-
tions, but for the most part the possession of a recommen-
dation or certificate from a reputable business school is 
considered sufficient proof of ability in office work. 
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SELLING ARITHMETIC 
· Note: Any fractional cent in the total is figured 
as an additional cent. 
1. How many inches in a foot? 
2. How many feet in a yard? 
3. Vfuat will 5 yds. of tape cost at 3 yds. 
for lOp? 
4. What will 30 in. of ribbon cost at 1/2 
yd. for lOp? 
5. How much will 6 yds. of electric wire 
cost at 3 ft. for lOj? . 
6. Find the cost of 3-1/2 yds. of ribbon 
at 1/4 yd. for lOp? 
7. What will 2-1/2 yds. of elastic cost 
at 2 yds. for 5p? 
8. How many ounces in a pound? 
9. How much will 2-1/2 lbs. of nuts cost 
at 1/4 lb. for lOp? 
10. How many oz. o£ candy will you give 
for 25p at 2 oz. for lOp? 
Arithmetic Test Figure 2 
• • • . • • • 1 
• • • • • • • 2 
• • • • • • • 3 
• • • • • • • 4 
• •••••• 5 
• • • • • • • 6 
••••••• 7 
• • • • • • • 8 
••••••• 9 
••••••• 10 
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Physical Examination 
An advance test or physical ritness is valuable 
because it orten results in the saving or time and money on 
sick benerits, time lost through illness, and reduced turn-
over. Seven department stores in the area require all em-
ployees to have a physical examination berore employment, 
while three require only roodhandlers to undergo a physi-
cal examination. 
This physical test is given in some cases by the 
store physician. If the store does not have its ovm physi-
cian, the prospective employee is expected to obtain a cer-
tificate of physical fitness from her ramily doctor before 
being hired. 
Investigation of References 
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Rererences are of three classes: business, school, 
and personal. Business references rank first in importance 
and should be carefully checked. However, if the applicant 
has never had previous employment, the school and personal 
references should be checked. Most of the stores visited 
ask for three references. Most of the stores too, use a 
rorm letter containing specific questions and having space 
ror a reply ·on the letter itselr. Figure 3 is an actual 
rorm letter used by one department store when investigating 
references. 
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FORM 108 2M-9-42 451-J. BeL. 
QUEBEC ..... ............. 194 
M ............. . ............. demeurant au 
Rue .... offre 
'vices pour une position de ... 
Voulez-vous nous faire la faveur de repondre aux questions enoncees ci-bas 
s donner toute autre information que vous jugerez utile. Ceci sera considere 
te confidentiel et nous vous rendrons le meme service avec plaisir le cas echeant. 
Vos bien devoues 
postulant affirme avoir He il votre emploi 5. A votre connaissance , son b.onnetete es t-elle 
l .... . 19 ........ . au .. . 19 intacte? 
1 qualite de . 
6. P er sonnellement le connaissez-vous comme 
st-ce exact? 
recommandable? ........ ........ ..... .... ........ ................... . 
Est-ce votre parent? .... 
2 . A- t-il laisse votre emploi de son plein gre? 
7. Quelle- est vetFe opinion de ses capacites?-
3. Pourquoi l 'avez-vous congedie? 
8. R emarques: .. 
4. Lui connaissez-vous quelques mavaises habitudes? 
Date .... ... ..... ...... ... ....... ....... . .... ............ .. . Signature ......... ......... ... ................. ............. ....... ... .... . 
All of the twenty-nine stores investigate refer-
ences not only to check on the background, although this is 
the primary purpose of investigating references, but also 
to foster the feeling that the store is careful about the 
type of person it hires. 
Final Decision lg Hiring Applicants 
In many of the stores visited the employment ex-
ecutive makes the final decision to hire applicants after 
considering the opinions of other persons in the store who 
have had the opportunity to interview them. In others, 
particularly the smaller stores, he must arrive at his de-
cision unaided. The following table shows who have the 
responsibility of making the final decision in hiring em-
ployees in the various department stores visited: 
Official in Charge of 
Hiring 
Personnel director 
Personnel director in 
cooperation with de-
partment head 
Placement manager 
Manager 
Department supervisor 
Department manager 
Controller 
Store superintendent 
Manager in cooperation 
with department supervisor 
Total 
No. of stores 
8 
6 
1 
3 
3 
4 
1 
2 
_L 
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~ Analysis ~ ~ Specification 
" ••• job analysis can be said to consist of 
the discovery and interpretation of the compon-
ent elements of a job, and specification in-
volves the determination of the human qualifi-
cations required for its effective performance." (1) 
The introduction of job analysis may be for one 
of two purposes. One is to increase the efficiency of the 
worker, and the other, the one of special interest to de-
partment stores, is to improve the technique of hiring by 
drawing up certain general specifications to aid in the 
successful adjustment of new employees and the transfer of 
old ones. (2) 
There are various standards which the interviewer 
must use when choosing employees. He must take into con-
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sideration such items as age, appearance, education, emotion-
al stability, experience, health, initiative, manners, mari-
tal status, mental attitude, number of dependents, person-
ality, previous employers, sex, speech, voice, and v~iting. (3) 
He should have previously set up a definite mini-
mum standard for each of these points for all employees, 
bearing in mind the type of job which is to be filled. For 
(1) Watkins, G. S. and P. A. Dodd, The manage-
ment of labor relations, New York and London: McGraw-
Hill Book Company, Inc., 1938, p. 120. 
(2) Ibid, p. 125. 
{3) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, P• 24. 
instance, applicants for an executive position would be ex-
pected to meet a higher educational requirement than those 
who are going to work on the selling floor or in the stock-
room. (1) 
Job Analysis 
When the applicant has met the basic standards, 
special qualifications of training and experience should 
be considered. The various types of jobs in the store have 
their own specific requirements, which should be carefully 
analyzed in advance. Some stores have these prepared and 
filed for future use, while others do not determine these 
needs until the vacancy occurs. In any event, the follow-
ing facts about the job to be filled should be known: 
Name of job and department 
Operations, duties, and responsibilities in-
volved 
Typ~ of supervision given 
Mental characteristics necessary, such as 
memory, accuracy, and initiative 
Physical characteristics necessary, such as 
strength and dexterity 
Special skills or knowledge necessary, such 
as typing or style sense 
(1) Ibid, p. 24. 
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Working conditions, such as conrusion and 
pressure at bargain counters 
Hours of employment 
Remuneration 
Promotional opportunities 
Other jobs on which the employee may be ex-
pected to help. (1) 
Five of the department stores have had a job 
analysis undertaken in their stores and two others are in 
the process of having it done. Many of the employment of-
ficials feel that they can visualize each job without both-
ering to make a special investigation of it. None of these 
admitted to ever taking the precaution of jotting down the 
various job elements so that he would not be wholly depend-
ent upon memory and imagination when dealing with the new 
applicant. 
Job Specification 
34 
Separate 11human qualifications" have to be made up 
for the selling and non-selling jobs in a department store. 
In selling jobs such factors as accuracy, appearance, co-
operation, health, industry, initiative, knowledge, loyalty, 
(1) Ibid, p. 25j and Watkins, G. S. and P. A. Dodd, 
The management of labor relations, New York and London: 
McGraw-Hill Book Company, Inc., pp. 130~132. 
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manner, responsibility, and selling ability have to be con-
sidered, while non-selling jobs usually need such qualiri-
cations as accuracy, adaptability, cooperation, health, know-
ledge or job, learning ability, manner, quality or production, 
and rate of production. (1) 
Department stores in Eastern Canada have been slow 
about seeing the need ror laying down specifications for the 
various selling and non-selling jobs throughout their stores. 
Four of the stores have set up job specifications while three 
are in the process of completing them. The same seven stores 
which have made job analyses or are in the process of making 
them have introduced or are introducing job specification in-
to their personnel work. 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, pp. 25-26. 
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C H A P T E R I V 
TRAINING 
Training is one of the most important functions 
of the personnel department. Through training, the mer-
chant can increase his sales and reduce his selling costs 
by reason of the improved selling technique of his sales 
staff, and can minimize labour turnover and improve employee 
morale by increasing the worker's self-respect and making 
her more satisfied. 
The department stores in Eastern Canada favor 
the decentralized type of training ~lthough a few of the 
larger stores--nine in all--follow the centralized plan. 
In decentralized training, the department manager is res-
ponsible for training and the store's personnel executive 
works with the department managers. Under the centralized 
plan, all training is done by a single executive, usually 
called the training director, who works directly with the 
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employees. (1) 
Types o~ Training and Training Procedure 
Training has two divisions: initial training, that 
is, training for new employees which will enable them to 
start on the job; and continuous training, that is, regular 
training of all employees to keep them informed of changes 
in store policy, acquaint them with new merchandise and new 
systems, and maintain ef~iciency at the desired level. Some 
training o~ executives may also be undertaken but only initial 
training and continuous training o~ salespeople will be dealt 
with in this report. 
Initial Training 
Initial training involves a knowledge of store 
policy and store system, and the merchandise that is to be 
sold. Store policy and store system are often taught in a 
centralized classroom by the training director or an assis-
tant, whereas knowledge of merchandise and its location are 
taught in the department to which the person is assigned. 
Here, the department manager may act as teacher; but in 
large stores it is common practice to appoint a sponsor--an 
experienced salesperson who is especially qualified to teach.(2) 
{1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, P• 34. 
{2) Walters, R. G., J. W. Wingate, E. J. Rowse, 
Retail merchandising, Cincinnati: South-western Publishing 
Company, 1943, pp. 472-473. 
The following table Shows the many variations of 
this method of providing initial training in the department 
stores visited: 
Initial training given ~ 
Training director 
Training director and 
department head 
Training director and 
sponsor 
Training director, sponsor, 
and department head 
Department head 
Department head and sponsor 
Sponsor 
Controller acting as train-
ing director in cooperation 
with department head 
Total 
No. of stores 
9 
1 
3 
1 
8 
2 
3 
2 
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In the thirteen stores where initial training is 
provided by the department head, the department head and 
sponsor, and by the sponsor alone, all training is done on 
the selling floor. The other sixteen stores hold classes 
in store system and store policy and, except in the nine 
stores operating under the centralized plan, provide for 
instruction in selling and merchandise in the department. 
The officials of the twenty stores providing on-the-job 
training in salesmanship were very emphatic in stressing 
38 
that practical experience is far superior to classroom 
instruction in the field of selling. 
~ Sponsor System 
Under this system each new employee is assigned 
to a sponsor whose duty it is to help her over rough spots 
and make her feel at home. The sponsor works with the 
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salesperson, assisting her in learning the location of stock 
and selling points about the merchandise and in writing h er 
sales checks. The sponsor takes care of the newcomer socially. 
She introduces her to the other members of t h e department, 
takes her to lunch the first day, and in other ways helps 
to make her feel at ease in her new work. 
The sponsor-salesperson may be paid in a number of 
ways. Whatever form of remuneration is used, it should com-
pensate her for the time and effort involved in training and 
for the time lost from selling. Salary adjustments may be 
based on the number of new employees she handles, but more 
frequently it is based on the new salesperson's sales. 
Some stores give the sponsor extra vacations or additional 
salary. (1) 
Employee Handbook 
Because the employment regulations of different 
stores vary widely, most companies issue information booklets 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, P• 41; and 
Richert, G. H., Retailing principles and practices, New 
York: The Gregg Publishing Company, 1938, P• 323. 
setting forth their employment policies. The purpose of 
these booklets is to give each member of the working force 
a complete understanding of the rules and regulations of 
the organization. (1) 
A copy of the handbook used by one of the depart-
ment stores visited is shoillm in Appendix E .• 
The small stores cannot go in for the elaborate 
type of handbook in use in a number of the larger stores, 
but most of them have mimeographed sheets or printed cards 
which are very satisfactory. 
Eleven department stores in Eastern Canada issue 
handbooks to new employees, nine use a mimeographed sheet, 
and six have a printed card. In one store the girls make 
up their own manuals based on info~nation received during 
class instruction. ~le training director in this store 
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was most enthusiastic about the idea. It was her claim that 
the girls remember and keep the rules much better when they 
make up their own handbooks. (It should be noted that the 
only male help employed in this store consists of the manager, 
the janitor, and one stock boy and none of these participates 
in the initial training program.) Two stores do not have 
any type of written regulations for new employees but rely 
(1) Watkins, G. S. and P. A. Dodd, ~management 
of labor relations, New York and London: McGraw-Hill Book 
Company, Inc., 1938, p. 614. 
wholly on word-of-mouth instruction. Neither of the s e has 
more than 150 employees and each depends on the department 
managers to see that new employees know the store rules. 
Several of the department stores presented 
copies of their handbooks for examination and it was found 
that all are written in the you tone, open with cordial 
greetings from a high-ranking official, and have a closing 
message expressing a wish for the success of the new em-
ployee. 
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All books contain a history of the firm and list 
the rules covering the essential points of employee behavior 
in the store together with the reason for laying down each 
rule. Topics dealt with include the following: 
Store hours and employee work hours 
Use of cloakrooms and locker rooms 
Time recording 
Entrances to be used 
Use of elevators and escalators 
Dress regulations 
Behavior on floor 
Lunch hours 
Relief periods 
Smoking regulations 
Shopping privileges 
Vacations 
Loans 
Health 
Use of telephone 
Mimeographed sheets and printed cards cannot give 
as much information as the handbooks and the ones presented 
for examination are limited to a listing of the rules re-
garding such topics as 
Hours of work 
Shopping privileges and discounts 
Medical care--hospitalization 
Vacations 
Where mimeographed sheets and printed cards of 
instruction are used, the tendency is to list the rules in 
an arbitrary manner but the size of the card or the sheet 
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of paper almost makes this necessary. In all cases, the in-
formation provided in the handbooks, mimeographed sheets, and 
printed forms is supplemented by instruction during the 
training. 
Continuous Training 
"Continuous training is the 
program by which management supplies 
the employees with current information 
and provides the guidance needed to 
maintain efficiency and morale at a 
desirable level throughout the store." (1) 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, p. 45. 
Continuous training for salespeople comes under 
two main classifications--salesmanship, which is the tech-
nique of selling; and merchandise information, which in-
cludes general background information, such as color, line . 
and design, and specific information about the particular 
merchandise in stock in the employee's department. (1) 
In twenty-seven of the stores visited some 
provision is made for continuous training of salespeople. 
One or more of five methods of training are used by these 
stores as follows: 
Method of training No. of stores 
Store-wide meetings 12 
Group meetings 14 
Departmental meetings 9 
Individual interview 12 
Word-of-mouth 1 
Store-~ Meetings 
This type of meeting is usually held only when 
something of real importance is to be presented to the 
whole organization. This might be information on customer 
service, store policy, and store-wide sales. Store-wide 
meetings are also held at the beginning of a new season 
when the plans for the coming months are outlined, a 
(1) Ibid, p. 46 
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description of new merchandise given and the advertising 
campaign explained. Most of the large stores visited 
never have store-wide meetings because of the large number 
of employees they have. Some of the smaller stores find 
store-wide meetings very satisfactory. One store has a 
meeting of the entire personnel regularly once a month. 
Group Meetings 
Group meetings are used very effectively by the 
large stores not only to disseminate information on ser-
vice problems and store-wide sales but also to give the 
salesforce instruction about the current trends and about 
the merchandise which is, or will be, available in the 
store. 
Departmental Meetings 
Departmental meetings are not very popular in 
this area. Only nine of the stores have this form of 
training. Most of the officials interviewed stressed the 
fact that the department manager does a great deal of the 
continuous training that takes place but he does not use 
a meeting as a means of instruction. He merely gives out 
information as he gets it and as he meets t h e various mem-
bers of his department, using a hit-or-miss system. They 
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are satisfied with the results. In several of these stores 
the department managers meet every week and the officials feel 
that the effectiveness of these meetings carries over to 
the departmental instruction. 
Individual Interview 
The individual interview may be held either for 
teaching purposes or for corrective purposes. All of the 
twelve stores using this type of training use it for the 
second purpose. When an employee appears to be falling 
down on the job in some way, has broken a rule, or seems 
to have especial difficulty in mastering some aspect of 
her job, the official in charge of personnel has an inter-
view with her and attempts to correct the situation. 
Word-of-mouth 
--
This type of training is used by one store which 
45 
has a salesforce of less than a hundred. The official inter-
viewed made it very plain that this method of continuous 
training is the only one used and that it is effective. In-
formation about changes in store rules and store policy as 
well as information about new merchandise is passed from one 
to another. It originates with the manager but from there 
do~m no one individual is responsible for its circulation 
among the employees. 
Training Materials 
Of the twenty-seven stores which provide continuous 
training many make use of several of the various types of 
training material listed below, while others use only one 
type: 
Training Material 
Store bulletins 
Merchandise manuals 
Periodicals and clippings 
Films 
Textbooks 
Store Bulletins 
No. of stores 
12 
24 
19 
21 
2 
Store bulletins may be produced and distributed 
at regular intervals such as weekly, monthly, or bi-
monthly, or may be prepared irregularly as a specific need 
arises. They may deal with such subjects as credits, 
style, or pointers on new merchandise or they may take the 
form of a supplement to a training course providing the 
employee with something to take away with her for study 
or to use for ready reference. (1) 
Merchandise Manuals 
· Merchandise manuals are publications containing 
all the essential information for selling purposes about a 
specific type of merchandise. Most of these are prepared 
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by outside organizations and distributed to various stores 
selling the merchandise discussed in the booklet. However, 
one store in the area has the salesgirls make up their own 
manuals which they call "Merchandise Facts". The information 
(1) Ibid, P• 61. 
in their manuals is gleaned from instruction received in 
training classes and from their outside reading. 
Periodicals and Clippings 
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In the nineteen stores using this source of in-
formation about salesmanship and merchandise, periodicals 
are made available to the sales staff by the various de-
partment managers and are circulated throughout the store. 
In addition, in the very large stores, copies of periodicals 
are placed in employee rest rooms. Clippings are posted 
on a bulletin board--almost all the stores have bulletin 
boards. In the few stores not possessing bulletin boards, 
the clippings are passed around in the same way that the 
periodicals are circulated. 
Films 
Films have found great favor in this part of 
Canada as a useful training device offering an opportunity 
to present information in an interesting manner. Two 
classes of films are used: merchandise films, which are 
prepared by large industries about their products and ser-
vices; and films prepared by commercial groups demonstrating 
salesmanship or related topics. One department store has 
its own theatre where the films are shown; the others show 
the films to small groups and use the training classroom or 
some other suitable room for this purpose. 
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Textbooks 
The two stores using textbooks for training pur-
poses have acquired a small collection of books on the 
various aspects of merchandising and are constantly on the 
alert for new books. The department managers are encouraged 
to ask for new publications as they appear on the market and 
in both stores a small lending library is being established 
for the use of department managers and salespeople. 
Cooperative Training Program 
~hile cooperation with schools, other local mer-
chants, and with consumer groups has been used as a means 
of training salespeople in some cities of the United States, 
its use is rare in Eastern Canada. Two stores cooperate with 
a public school in training employees and the same two have 
a cooperative training program with other merchants. This 
latter is confined to the purchase and exchange of films 
among a group of business houses including the two depart-
ment stores mentioned above. 
The teaching of retailing in the public schools 
in this region is lj~ited to one school and the cooperation 
between the stores and the public school consists of a 
program in which salesmanship training in the school is 
supplemented by supervised work in the stores. Under this 
plan the students have an opportunity to apply what they 
learn in school to the actual store situation, Which results 
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in a more thorough and use£ul training £or them. The stores 
bene£it too because by agreeing to use these students as 
extras they assure themselves a supply o£ trained retail 
workers upon which they can draw when necessary. 
Employee Induction 
The new employee should be introduced to the 
rules, regulations, and policies which will govern her 
working dayj to her duties; and to the people with whom 
she is to work. Since all the stores have some type o£ 
initial training, introduction to rules and system is 
le£t to whomever is responsible £or training. 
Care should be taken that the new employee is 
made to £eel important and wanted in the store. She should 
have reason to believe that she counts as an individual and 
not just as another number on the payroll. To ensure her 
goodwill and cooperation while she is a member o£ the sta££ 
her introduction to her department should be pleasant. She 
should be turned over personally by the training director or 
the employment o££icial to the executive or fellow employee 
who is to be responsible £or the next stages of her train-
ing. If possible, someone should come to take her to her 
department, or she may be conducted there by the person who 
has hired or trained her. The least that can be done · in 
this regard is to send her down to her department with a 
note of introduction. 
Twenty-four of the stores visited use one of 
these forms of introducing the new employee to her job, 
to the other employees, and to her department head. Five 
stores merely send the newly-hired salesperson do¥m to 
her department depending on the department manager to 
recognize her as "the new girl". Of these five stores, 
one is in a fairly small town where everybody is supposed 
to know everybody else and the management feels there is 
no need for a formal introduction of the new employee. 
One store has well over five hundred employees and is in 
a large city but the employing official admitted that the 
new person "just has t9 make out for herself. 11 The per-
so~el officers of two stores, each having well over a 
hundred employees and both located in cities, offered no 
reason for their lack bf a pl an for introducing new em-
ployees to department heads and to fellow employees. The 
remaining store has a welcoming committee for part-time 
girls but does not have any introduction plan for new em-
ployees hired on a full-time basis. 
Transfers and Promotion Plans 
Transfers 
Transfers in department stores are of two types: 
permanent and interdepartmental. Permanent transfers are 
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used to take full advantage of the employee's capabilities, 
or to avoid discharging an employee, by changing her to a 
job to which she seems better suited than that which has 
been proved unsatisfactory. Interdepartmental transfers 
stabilize employment and result in the maintenance of a 
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minimum basic full-time staff for year-round employment. (1) 
Promotions 
"A promotion implies vertical 
advancement to a position which requires 
a greater degree of skill and experience 
or imposes heavier responsibilities, and 
is likely to pay a higher wage or salary." (2) 
The policy of promotion from within should be 
followed by all stores of any size thus assuring an in-
centive to the employees to do good work in the hope of 
advancement as well as providing the store with executives 
and junior executives who are thoroughly familiar with the 
business. (3) 
Officials of department stores in Eastern Canada 
are not yet fully aware of the advantages of having a 
definite policy of transfer and promotion. Fifteen of the 
twenty-nine stores visited do not have a definite policy. 
The chief reason given was the lack of trained and interested 
(1) Watkins, G. S. and P. A. Dodd, The management 
of labor relations, New York and London: McGraw-Hill Book 
~mpany, Inc., 1938, pp. 297-301. 
(2) Ibid, p. 297. 
(3) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, p. 126. 
people in the employment of the store making it necessary 
to import individuals for the better positions. It was 
admitted that the training programs of the stores leave a 
great deal to be desired but it was stressed that the edu-
cational and intelligence standards for new employees are 
very low. All stores stated, however, that where possible 
they do promote from within and on the following bases: 
Basis of promotion 
Training 
Seniority 
Ability to perform ~he work 
Seniority and ability to 
perform the work 
Combination of training, 
seniority, and ability to 
perform the work 
Total 
Dismissals 
No. of stores 
0 
1 
22 
5 
1 
29 
Policies differ concerning the extent of control 
of the personnel division over discharge of employees. In 
most of the stores being studied where employment depart-
ments have been developed, the employee must at least pass 
out of the store through the employment office in order 
that a record may be obtained of the reason for severing 
the connection. However, various officials are charged 
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with the responsibility o£ actually diamissing the employee. 
In answer to the question, 11Vfuo is in charge of' 
dismissals?", the f'ollowing answers were received: 
Title ~ of'ficial 
Owner 
Manager 
Personnel director 
Personnel director in 
cooperation with depart-
ment supervisor 
Department supervisor 
Department manager 
Department manager subject 
to the approval o£ the em-
ployment o££ice 
Store superintendent 
Controller 
Total 
No. of stores 
1 
5 
7 
6 
1 
5 
1 
2 
1 
29 
There are two types o£ dismissals based on the 
status o£ the employee: dismissal of temporary employees 
and dismissal of regular employees. An employee who has 
been hired on a temporary basis should be made aware o£ 
this at the time o£ hiring and a £ew days be£ore the period 
£or which she was hired is about to end, she should be told 
on what day to expect to be dismissed. The severing o£ con-
nections should be pleasantly done. 
Dismissal o£ regular employees may be because o£ 
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dishonesty or insubordination or may come as a result of 
failure of the employee to meet the store standards or be-
cause of economy measures being introduced within the store. 
~hether dismissals are of temporary or regular employees, 
exit interviews should be given at the termination of ser-
vices and a written record should be kept of the cause of 
dismissal. (1) 
Twenty-eight of the twenty-nine stores included in 
the survey give exit interviews. The remaining one merely 
notifies the employee a few hours before closing time that 
her services are no longer required. No reason is given 
for the dismissal. It might be noted here that this par-
ticular store has a very high employee turnover and adver-
tises at frequent intervals for sales help. 
It is very important that complete records of all 
dismissals be kept so that justification of the discharge 
1nay be possible. Twenty-one of the department stores keep 
a written record of the cause of dismissal of all employees. 
Usually there is a place on the permanent application form 
for a notation of the date of leaving and the reason. It 
is the custom to file this form in the resource file if the 
discharge is for economy reasons and in the discharge file 
if reemployment is not feasible. Of the eight stores which 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, PP• 127-129. 
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do not keep a written record, one is planning on introducing 
this device and seven depend on the memory of the dismissing 
official if the discharge is questioned. 
Figure 4 shows a copy of the dismissal record kept 
by one of the department stores. 
It is usual to give a discharged employee either 
advance notice of discharge or some dismissal payment to 
assist her while a new job is being sought. Some of the 
smaller department stores included in this survey feel that, 
except in cases where employees have been connected with 
the organization for a very long time, they cannot afford to 
pay a dismissal wage. In these stores the employees are 
given a fair notice of impending discharge--usually one week 
but in one store only one day's notice is given--so that 
they have time to adjust their own thinking and their finan-
cial arrangements to their changed status. Other stores feel 
that when the dismissal is for cause, it is well worthwhile 
to give the employee an extra week's salary and have her 
leave immediately, rather than have her continue in their 
employ. 
Seventeen of the stores either give a dismissal 
wage amounting to a week's salary or give a week's notice, 
while six provide the week's salary or week's notice if the 
dismissing is being done for economy reasons or because the 
employee has not met the store standard but give no dismissal 
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wages or notice if the employee has been guilty of dishonesty 
or insubordination. 
Five of the six stores making no provision for dis-
missal wages have a clause in the legal agreement on their 
application blanks entitling the employee and the store to be 
released from the agreement at any time without notice upon 
,payment of accrued salary to date. The remaining store 
gives no notice and pays the employee's salary up to date. 
Two stores give a dismissal wage amounting to 
two per cent of a year's salary if the person has been em-
ployed longer than one year. If the person being dismissed 
has had less than a year's service but has worked with the 
firm longer t h an one month, she will receive two per cent 
of the amount earned. Rou&hly, this amounts to a half-
day's pay for each month of employment up to one year. 
CHAPTER V 
HOURS AND WAGES 
Regulations concerning hours and wages are im-
portant in store management because hours and wages not 
only have a direct influence on employee morale and e£-
£iciency, but also are closely connected with the problem 
o£ operating expense. The department store must have a 
schedule which allows economical operation and yet guar-
antees the employee a £air return for the time and effort 
she contributes. In addition, hours must not tax the 
physical stamina of the ' employee unduly. 
While there has been a tendency to resort to 
legislation to safeguard employee interests in the matter 
of hours and wages, the wage and hour provisions of the 
Federal Fair Labor Standards Act of the United States do 
not apply to retailing. (1) In Canada too, there is an 
absence of federal legislation £or the protection of the 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, p. 87. 
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retail worker except for the regulations of the Minimum 
Wage Commission. All department stores in Montreal and 
Quebec City are subject to Ordinance No. 4 of this com-
mission. (1) 
Department stores in New Brunswick do not come 
under Ordinance No. 4 of the Minimum Wage Commission (2) 
but this province does have Minimum Wage Orders for cer-
tain workers. The two Minimum Wage Orders governing de-
partment store workers apply to female employees in whole-
sale and retail merchandising establishments and to em-
ployees of hotels and restaurants--workers in cafeterias 
and tearooms in stores having these departments would come 
under this last regulation. Copies of both orders may be 
found in Appendices B and c. 
In retail establishments in various towns and 
cities of the province of Quebec there are collective 
agreements which are obligatory under the Collective Agree-
ment Act. Copies of the decrees relating to retail estab-
lishments in Chicoutimi, Coaticook, Farnham, Granby, Magog, 
Megantic, Quebec, Rimouski, Richmond, and Windsor were for-
warded by the Deputy Minister of Labour of the Province of 
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(1) Letter from Gerard Tremblay, Deputy Minister 
of Labour of the Province of Quebec, dated January 24, 1949. 
(2) Letter from N. D. Cochrane, Deputy Minister 
of Labour of the Province of New Brunswick, dated March 8, 
1949. 
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Quebec and in all of these the hours of labour are set down. 
In this report only the regulations concerning 
the city of Quebec will be cited since there are no depart-
ment stores in the other tovms and cities mentioned on the 
previous page. (1) The duration of labour as set down in 
Decree relating to the retail trade, City of Quebec, re-
vised edition with amendments, April 24, 1948, page 8, reads 
as follows: 
11 
••• r.r.h.e regular work week in the 
establishments governed by the present decree 
is one of forty-eight (48) hours distributed 
between 8. 00 a •. m. and 6. 00 p.m. every day of 
the week, the employer having the right to keep 
his employees to worl{ until 10.00 p.m. one even-
ing of the week and the eve of a holiday. 11 
A copy of the decree may be found in Appendix D. 
The provinces of Nova Scotia and Prince Edward 
Island do not have any legislation regarding hours and 
wages for workers in department stores. (2) 
Sometimes trade associations are influential in 
laying down regulations concerning the number of hours 
stores are to be open. For instance, the members of the 
Retail Merchants' Association of Saint John, New Brunsvdck, 
have an understanding among themselves that the employee 
(1) List of department stores issued by the 
Dominion Bureau of Statistics, Merchandising and Services 
Statistics. 
(2) Letter from J. W. MacKinnon, Deputy Pro-
vincial Secretary, Prince Edward Island, dated March 4, 
1949. 
work-week will not exceed forty-four hours. (1) Difficul-
ties that would be encountered in adding to the sales staff 
and replacing employees keep hours of non-member stores in 
line with those of the members of the Retail Merchants' 
Association in this city. 
Hours 
With the absence of legislation controlling the 
length of the work-week of retail salespeople in most of 
the cities and towns having department stores in Eastern 
Canada, the working hours established by each store depend 
on local practice in retailing and other occupations. It 
was found that the smaller department stores have longer 
hours than the larger ones. The survey showed that in 
t h e twenty-nine department stores visited, the employee 
work-week extends from thirty-eight and one-half hours 
to fifty-two hours distributed as follows: 
(1) Telephone conversation with Miss Edna 
Barton, Secretary of the Saint John Branch of The Re-
tail Merchants' Association, February 7, 1949. 
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Hours No. of stores 
38 1/2 1 
40 2 
41 1/2 1 
42 2 
43 1/2 6 
44 8 
44 1/2 1 
45 1 
45 1/2 1 
44 women--47 men 3 
48 women--52 men 2 
52 1 
Total 29 
In the three stores where the women work forty-
four hours a week and the men, forty-seven, the men have to 
be at work at 7:30 in the morning and the women do not have 
to report until 8 O'clock. These stores are ·located in trad-
ing centers serving a large rural population and their cus-
tomers like to shop early in the day. The officials inter-
viewed remarked that almost every morning their customers 
begin to arrive at 7:15 and would be on hand at 7 o'clock 
if the store opened at that time. The 7:30 opening hour 
is adhered to for the sake of the salespeople. 
The three stores having the fifty-two hour week 
ror men are located in a secondary shopping center of a 
large city. Personnel officials of these stores stated 
that higher wages are paid to compensate the employees 
ror the longer hours of work. In two of the stores the 
women employees are given one morning orr a week which 
brings the work-week ror rernale employees dovm to rorty-
eight hours. In the remaining store no dirference is 
made in the work-week of male and remale employees. 
Rest Periods 
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Many or the stores do not provide rest periods for 
their employees. T'nirteen stores have derinite rest periods 
in the morning and in the arternoon, the rest periods vary-
ing rrom seven to twenty minutes in length depending on in-
dividual stores. Two stores allow remale employees to have 
rest periods but do not make a like provision for males. 
Fourteen stores make no provision whatever but it was 
acknowledged that employees do leave the floor rrom time to 
time and it is supposed that they clear with the department 
head berore leaving. The officials of all rourteen stores 
reel that employees might abuse the privilege of regular 
rest periods and two of these said that because of abuse the 
privilege had been withdrawn recently. 
Absences 
The question of handling absences, from the com-
pensation standpoint, is part of the problem of hours and 
wages and therefore will be considered here. 
Sick Leave 
To prevent penalizing employees for unavoidable 
absences and, at the same time, to do away with absences of 
unlimited length, for which salary is continued, some regu-
lation has to be made by the department store whereby em-
ployees are allowed a reasonable, specific number of days 
per year for sick leave, and when this number is exceeded 
a deduction will be made for every day missed. Twenty-
five department stores in Eastern Canada allow sick leave 
of various lengths and one store allows none whatever. 
Employees in this store are paid on straight commission 
and any absence results in no pay. One store allows no 
sick leave for women but does allow it for the men. One 
store grants sick leave depending on the seniority and 
importance of the person and one store gives sick leave 
to department heads and office workers only. 
In fourteen stores no definite time is allotted 
but each case is dealt with individually. The following 
table shows the duration of sick leave in the remaining 
fourteen stores where some type of sick leave is per-
mitted: 
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Length of sick leave 
Length of illness 
13 weeks 
6 weeks 
30 days 
3 weeks 
2 to 6 weeks 
Minimum 2 weeks but longer 
time may be given depending 
on length of service 
6 days 
Men--length of illness 
Women--none 
Total 
No. of 
4 
1 
2 
1 
1 
1 
2 
1 
_L 
14 
stores 
In the store where sick leave with pay is allowed 
men but no sick leave is given to women, the reasoning is 
based on the supposition that all men are heads of families 
and therefore cannot afford to be without their salaries at 
any time, while women have only themselves to support and 
they will be the only ones affected by loss of salary be-
cause of illness. [sic] 
Eleven stores require that the salesperson have 
at least six months of service before sick leave with pay 
may be granted. Two stores require one year's service and 
one requires three years of service before granting sick 
leave. 
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As a means of cutting down on absenteeism of short 
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duration, eleven stores which make provision for sick leave 
pay no salary whatever for the first three days of absence--
after that wages are paid according to store policy. 
~fuile one store in the group gives full pay for a 
period up to thirteen weeks, not all stores give full pay for 
sick leave. One store gives full pay for two weeks and half 
pay for the next four weeks, another store gives half pay 
for a period up to six weeks, one store gives half pay for 
a period up to thirty days, and ten stores give part pay 
based on length of service with the firm and on severity 
and length of illness. One store gives no sickness allow-
ance to a married woman whose husband is employed regard-
less of its policy of granting sick leave to other em-
ployees. The policies of the other stores differ with 
each individual case. 
Other Reasons 
Absences are likely to occur for other reasons than 
illness. Most stores have found it advisable to establish a 
definite policy as to how long an absence may be allowed 
without wage deduction ttnder a series of unavoidable con-
ditions. In department stores in Eastern Canada employees 
are allowed to be absent without loss of pay for the fol-
lowing reasons other than illness: 
Reason !2· oi' stores 
Own wedding 24 
Weddings of relatives 
and i'riends 6 
Funeral of relative not in 
the immediate family 25 
Death in the immediate 
family 28 
Jury duty 27 
Any other legitimate reason 3 
It is the policy to allow the employee one day 
oi'f with pay for her ovm wedding. Four of the six stores 
which allow time off with pay for weddings of relatives 
and friends are predominantly French-speaking and one day 
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is allowed. The other two stores are in an English-speaking 
area and half day with pay is considered ample. In most of 
the stores where time off is allowed for the funeral of a 
relative not in the immediate family, one-half day with 
pay is deemed sufficient. Most .stores allow at least three 
i'ull days with pay for a death in the immediate i'amily or 
full time from the day of death up to and including the day 
after the funeral. Only one store does not extend this 
courtesy to its employees. 
While twenty-seven stores have a policy of giving 
full pay for time lost through jury service, only one had 
ever had an employee on a jury--as far as the persons 
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interviewed could remember--and he was given ~ull pay as well 
as his jury pay. 
The three stores which allow time o~~ for "any 
other legitimate reason" are located in small towns and 
average a hundred employees in each store who have a longer 
work-week than most o~ the employees in department stores 
in the group. The management is aware of this and is will-
ing to grant any requests for time o~~ without making de-
ductions from salaries as long as the request seems reason-
able. "Reasonable requests" as defined by the o~ficials 
interviewed ran the gamut from helping with the harvest to 
working at the polls on election day. 
Wages and Wage Payment Methods 
Wage-scale Policy 
Eighteen stores in the group have a definite wage-
scale policy, that is, an established minimum and maximum 
wage for each job in the store. An employee is told when she 
is hired what is the highest wage that she can expect to make 
at the job. By using a wage-scale policy, management avoids 
being faced with unreasonable demands ~or raises, and em-
ployees realize that they cannot expect increases merely for 
length of service and beyond what their respective jobs a~e 
worth to the store. Under this system, the new employee is 
taken on at the minimum wage with the understanding that i~ 
her performance is satisfactory, She can work up to the 
maximum by degrees. In two of the remaining department 
stores where no wage-scale policy is in force, the per-
sonnel officials admitted frankly that wage increases 
were given when requested and not before. 
Wages 
It was found that wages are a matter of local 
practice and conditions--except where minimum wage laws 
are ~~ enforced--and the amounts paid are governed by: 
1. Amount paid for similar work by other stores 
in the community 
2. Cost of living in the community 
3. Value to the store of the work performed by 
the individual 
4. Number of hours worked by the individual. 
Because most of the stores in this area consider 
wages a highly confidential matter, no attempt was made to 
find out the amount of remuneration paid to the employees. 
Wage Payment Methods 
In general the types of wage plans in use in de-
partment stores in Eastern Canada may be divided into three 
classifications: 
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1. Those methods which guarantee a regular 
weekly, bi-weekly, or monthly wage 
regardless of the sales volume produced. 
2. Those methods which pay the salesperson part 
of the salary at a regular weekly, bi-
weekly, or monthly rate and part in re-
lationship to sales volume. 
3. Those methods in which the salary varies 
directly with the sales volume. 
Terms most commonly used for these methods are: 
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for (1), "straight salary", for (2), "salary plus commission 
on all sales" and"quota bonusu, and for (3), "straight com-
mission". In many stores more than one payment plan is used, 
the payment method being varied to suit the needs of a par-
ticular department or group of departments. 
Straight Salary 
The straight salary method provides a definite 
wage which is based upon the general performance of the 
salesperson. It is used in stores and departments where it 
is not easy to measure individual production accurately, and 
where employee opportunity is not equalized. It is the pre-
ferred plan among smaller stores where the employee's job is 
not specialized. 
vantages: 
The straight salary method has the following ad-
1. It is easily understood by the employee 
2. It is easy to operate because the bookkeeping 
required is very simple 
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3. It provides a definite income for the employee 
elude: 
4. Employees may be transferred from one section 
to another with little confusion 
5. It improves customer service by removing the 
economic pressure imposed by incentive 
systems. 
Disadvantages of the straight salary method in-
1. It does not provide a direct stimulus to 
increase sales 
2. It offers no opportunity for extra income 
3. It requires constant and strong supervision 
to prevent employees taking advantage 
of the plan 
4. It provides no automatic adjustment of salary 
to sales production 
5. It tends to discourage extra effort on the part 
of employees by not providing an immediate 
financial reward. (1) 
Salary Plus Commission £g All Sales 
In this type of wage payment, the principal part 
of the salesperson,s compensation is paid in the form of 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, pp. 92-93j 
and Briscoe, N. A., G. Griffith, and 0. P. Robinson, 
Store salesmanship, 3d, ed., New York: Prentice-Hall, 
Inc., 1947~ PP• 363-365. 
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a definite salary, the balance being made up of a small per-
centage on net sales. Because of this incentive feature, 
this method has largely replaced t h e straight salary method. 
Percentages vary with individual stores but one-half of one 
per cent is most commonly used. 
The salary plus commission plan has a number of 
advantages such as: 
1. It is easy to understand 
2. It is simple to operate 
3. It provides a fixed regular income 
4. It provides a financial incentive to extra 
effort and gives the employee an op-
portunity to earn extra income 
5. It tends to encourage quicker approach to the 
customer. 
There are, however, some disadvantages to the 
salary plus commission plan the chief of Which are: 
1. Usually the percentage of sales is too small 
to ~rovide an effective incentive 
2. It is difficult to adjust the rate of com-
mission equitably for employees sell-
ing goods that differ widely in price. (1) 
(1) Richert, G. H., Retailing principles and 
practices, New York: The Gregg Publishing Company, 1938, 
p. 339; The Retail personnel primer, New York: National 
Retail Dry Goods Association, 1940, pp. 93-94; and Briscoe, 
N. A., G. Griffith, and 0. P. Robinson, Store salesmanship, 
3d. ed., New York: Prentice-Hall, Inc., 1947, PP• 365-366. 
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Quota Bonus 
This system or wage payment guarantees a weekly 
wage to the salesperson, and in addition pays a bonus for 
sales over and above a quota based on a departmental selling 
cost determined by the past selling record or the department. 
The selling cost percentage upon which the quota 
bonus plan is based varies according to the merchandise 
being sold and the season or the year. The usual procedure 
is to average the past five, three, or two corresponding 
periods and derive a planned selling cost figure, taking into 
account expected business conditions. 
Type or merchandise sold, expected volume, wage 
policies or the store, and economic and social conditions in 
the community influence the amount or basic wage, frequently 
referred to as a drawing account. ~hen the basic wage and 
the planned selling cost percentage have been set, the 
amount or the quota may be calculated and the percentage 
or bonus determined. 
One month is the most common quota period but 
shorter and longer periods have been used in some stores. 
Quota bonus plans may be cumulative or non-
cumulative, depending upon the treatment of the bonus. In 
the cumulative type, deficits in the quota are carried £or-
ward until they are wiped out by sales over quota for the 
succeeding period, or until cancelled by management at 
stated intervals after one, two, three, or more quota 
periods have elapsed. In the noncumulative type, deficits 
are not carried forward and each quota period stands by 
itself. 
The success or failure of the employee in meeting 
the quota govern the basic wage paid. Continued failure 
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to meet a reasonable quota will result in a downward re-
vision of the individual's fixed weekly salary and the 
quota, while a higher fixed weekly salary and an increased 
bonus will follow when sales are greatly in excess of quota. 
The chief advantages of the quota bonus plan 
are as follows: 
1. 
2. 
3. 
4. 
It 
It 
It 
It 
provides an effective incentive to in-
dividual effort. 
guarantees a regular income. 
encourages quicker approach to the cus-
tomer. 
tends to eliminate overmann ing of de-
partments. 
Chief among the difficulties and problems en-
countered in the use of this type of payment are: 
1. It is difficult to understand 
2. It is difficult to set and maintain fair 
quotas 
3. Salespeople resent time taken for training 
or non-selling duties 
4. Ill-will may be developed if the employees 
feel the quota is high or pressure is 
too great 
5. Service to customers is likely to suffer 
through high pressure salesmanship, 
sales-grabbing, and neglect of small 
sales customers 
6. A great deal of detail work is required in 
the setting or quotas and figuring of 
bonuses. (1) 
Straight Commission 
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The straight commission wage plan compensates 
salespeople in direct proportion to the amount they produce. 
The usual commissions range from three to eight per cent, 
depending upon the merchandise sold. The amount earned by 
the salesperson depends entirely upon how successful she 
is in her production of volume. 
It is used most frequently in departments having 
a high unit sale, and requiring specialized knowledge, for 
example, furniture, rugs 1 apparel, major appliances, and 
(1) Brisco, N. A., G. Griffity, and 0. P. Robinson, 
Store Salesmanship, 3d. ed., New York: Prentice-Hall, Inc., 
1947, pp. 366-372j and The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, pp. 94-98. 
other lines of relatively high unit price. 
In order to provide a regular assured salary, it 
is a common practice to have . the straight commission plan 
operate with a drawing account which is balanced against 
the amount of commissions earned during a given period, so 
that the employee receives later the difference between her 
total commissions and the amount which has been advanced to 
her. The employee is expected to earn at least the amount 
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of her drawing account. Continued failure to earn the 
drawing account involves the reduction of the amount advanced, 
or results in dismissal. 
The straight commission plan has some advantages 
not found in other types of salary plans. Chief among these 
are: 
1. It provides a strong incentive to individual 
effort 
2. It attracts and encourages a better grade of 
salesperson 
3. It tends to minimize the necessity for super-
vision 
4. It provides a fair remuneration for ability 
and effort 
5. It is easy to understand and to operate. 
Some of the more important weaknesses in the 
straight commission wage payment plan are: 
1. It allows net income to fluctuate too widely 
2. It tends to promote ill-will among employees 
3. Customer service is likely to suffer through 
sales-grabbing, high pressure sales-
manship, etc. 
4. It creates a tendency to neglect stock work 
and other non-selling activities. (1) 
Two other types of wage payment plans in use in 
department stores in Eastern Canada are: straight salary 
plus a monthly bonus based on individual sales for the 
month; and straight salary plus profit-sharing bonus, the 
profit-sharing bonus being based on sales and being dis-
tributed at six month intervals. 
Following is a summary of the wage payment plans 
in use in department storeB in this area: 
Wage-payment plan No. of stores 
Straight salary 6 
Straight commission 1 
Straight salary and salary 
plus commission 7 
Straight salary plus monthly 
bonus 1 
Straight salary plus profit-
sharing bonus 2 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, p. 99. 
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Wage-payment plan (continued) 
Straight salary, salary plus 
commission, and quota bonus 
Straight salary, salary plus 
commission, and straight 
comril.ission 
Straight salary, salary plus 
commission, straight commis-
sion, and quota bonus 
Total 
Special Incentives 
No. of stores 
7 
1 
_!_ 
29 
As a means of increasing sales and for other 
reasons listed below, special incentives are offered from 
time to time. Such incentives usually take t h e form of 
contests or of special premium payments, knovm as P. M.'s 
or "spiffs". Eighteen of the twenty-nine department stores 
visited use contests and/or P. M.'s to increase sales. 
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Contests are used in the eighteen department stores 
mentioned above for the following reasons: 
1. To increase sales on a particular item 
2. To increase suggestion selling 
3. To cut dovm on waste 
4. To increase accuracy in making out sales slips 
5. To increase accuracy in the use of the cash 
register 
6. To improve customer service 
7. To secure new charge accounts. 
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In three of the stores visited contests were being 
conducted. One was to increase accuracy in making out sales 
slips, one was a sales promotion of skirts, and one was to 
increase accuracy in the use of the cash register. In each 
case prizes were being offered to the individual or group 
making the best showing. Officials in all of the eighteen 
stores find this a satisfactory 1neans of attaining an ob-
jective be it increased sales or ~proved efficiency, but 
all stressed the importance of good organization of the 
contests. The value of not having contests often and of 
not spreading out the contests over too long a period was 
also pointed out by many of the personnel officers inter-
viewed. The need of preventing the undertaking of any sort 
of contest which might make feeling run too high, or whiCh 
would inevitably leave too many disappointed candidates for 
the prize was also indicated. Several of the officials 
favor the provision of numerous rewards · rather than one 
outstanding one. 
P. M.'~ 
P. M.'s are used to help move slow items, or to 
speed up the sale of discontinued lines and odd sizes. They 
operate as rewards paid to salespeople for selling the items 
in question, a definite sum being specified in advance. It 
is desirable that the amount set be large enough to interest 
the salespeople and yet not so large as to cause the sales of 
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ordinary stock to be neglected or to give rise to the use or 
high pressure salesmanship. 
In stores where commission or bonus systems or wage 
payment are employed, the premium is paid over and above the 
regular commission. 
While P. M.'s have the advantage of providing the 
salespeople with an extra incentive to sell slow-moving mer-
chandise, there is the danger that the customer may be sold 
something she does not really want and ror this reason the 
mark-down is a better method of stimulating the demand for 
mercha~dise that customers would not otherwise buy. (1) 
Various names have been given to this type of 
incentive such asP. M.'~ (pin or prize money), stims, 
(stimulators), premiums, and prizes but the term commonly 
used in Eastern Canada is "spirfs", the derivation of which 
could not be discovered. 
(1) Richert, G. H., Retailing principles and 
practices, New York: The Gregg Publishing Company, 1938, 
pp. 340-341; Walters, R. G., J. W. Wingate, E. J. Rowse, 
Retail merchandising, Cincinnati: South-western Publish-
ing Company, 1943, . p. 463; rrhe retail personnel primer, 
New York: National Retail Dry Goods Association, 1940, 
p. 102j and Briscoe, N. A., G. Grir.fith, and o. P. 
Robinson, Store salesman:shiQ, 3d., ed., New York: Prentice-
Hall, Inc., 1947, PP• 381-382. 
C H A P T E R V I 
PERSONNEL CONTROL 
Personnel control has the following objectives: 
1. To maintain employee production at an ef-
ficient level 
2. To reduce employee turnover to a minimum 
3. To provide a method for adjustment or such 
individual problems as may arise 
4. To keep selling cost as low as practicable. 
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These objectives are attained by keeping continuous 
and essential records or employee performance and by taking 
inventory or employees by means or ratings and reviews. (1) 
Maintenance of Records 
The personnel office should have up-to-date in-
formation concerning each employee in the organization in 
order to make sure that effective and equitable adjustments 
in the working force are made. This information may take the 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, P• 103. 
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form of a card index, loose-leaf folder, or some other effective 
device. Several of the department stores visited keep records 
on the back of the application blanks. Figure 5 shows the 
back of the application blank of one of the stores. 
Whatever the system, it is essential that all neces-
sary data concerning each employee shall be available for 
ready reference. (1) 
Job History Record 
The job history record contains any essential per-
sonal information ~bout the worker which may be needed to 
supplement the rating data. This record gives the worker's 
age, his family status, physical information, educational 
background, and work history on the job up to the present 
time. The work history on the job covers job transfers, 
salary increases, promotions, previous ratings, and any 
other job information which may be considered important. 
As may be seen by Figure 5, this is the type of information 
which is recorded on the back of the application blanks. 
A study of this information during the rating 
process may throw significant light upon certain factors 
which may be arrecting the worker's rating ravorably or 
unfavorably. Brisco, Griffith, and Robinson in Store sales-
manship on page 401 cite an example showing the value of 
(1) Watkins, G. s. and P. A. Dodd, ~management 
of labor relations, New York and London: McGraw-Hill Book 
Company, Inc., 1938, p. 304. 
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N<une ....... .... ........ .... .. ..... ..... ..... .... .. .... .. ................ .. ........ .. ... ....... .... ........ .... ...... ........ ...... .... .. . 
vVages l\i ... ... ......... ..... week. Dept .. .. ........ ...... , .. .... .. ....................... ....... No ... ................. . 
Dept. Sig. ............... ................... ............. ....... ..... ...... . Position ..... ... ............................. . 
En1ploy. Sig. ......... .............. ..... .... .. ... ........ .............. . Date ........ .. .............. .. ..... .... ........ . 
\Vages $ .................... ,"'eek . Dept ........................ ........... ... ........... ... .... . No ................... .. 
l)ept. Sig. ... ..... ... .. .. .. .... ... .. ......... ... .... ....... .... ...... ... .. .. Position ........... .................... ..... .. 
En1ploy. Sig. ............ ..... ...... .... ....... ...... ... ... .. ............. Date ..... ...... .. ........... ..... .............. . 
\Vages $ ........... .. ...... . ,veek. Dept ... .... ....... .... ......... .... ...... ........ ............ No .... .. .............. . 
Dept. Sig ................ ;.................................................. Position ..................................... . 
Employ. Sig. Date . ........................................... . 
'l'RANSFERRED TO OR RE-ENGAGED IN 
Dept. ~0 Position Date Dept. No Position Date 
-1 !) 
-2 10 
3 11 
4 12 
5 13 
6 14 
7 15 
8 16 
ADVANCE IN WAGES 
Reason Present Advance Recommended by Passed by Date Wages To 
- . 
Back o£ Application Blank Figure 5 
job history data in this regard. The case is given or an 
outstanding salesperson who is suffering a slump in pro-
duction. It is pointed out that his job history record may 
be a possible aid in revealing the cause, which might be an 
unfortunate transfer or some unfavorable home condition and 
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a study of the information provided on this record may result 
in steps being taken to remedy the situation or to make allow-
ances for the circumstances. 
Production Record 
The production record covers the quantity of the 
employee's work on the job and is indispensable .for the de-
partment store o.f any size. It is the only means which man-
agement has of determining and controlling selling cost. It 
shows, in de.finite .figures, what the individual can accomplish 
and how her production compares with that or other people do-
ing similar work. Production records should be kept .for all 
selling employees and they may be kept for certain types of 
non-salespeople i.f they work consistently at the same thing. 
Th~ tendency to assign a variety o.f duties to non-selling 
employees makes the keeping o.f production records .for them 
almost impossible. (1) 
The production record ' .for salespeople usually in-
eludes such in.formation as number o.f transactions, net sales, 
(1) Briscoe, N. A., G. Griffith, and 0. P. Robinson, 
Store salesmanship, 3d., ed., New York: Prentice-H~ll, Inc., 
1947, p. 401. 
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returns, salary, errors, and attendance. Twenty-six depart-
ment stores in Eastern Canada keep production records but 
none of the officials interviewed could be drawn into a dis-
cussion of the type of record kept beyond revealing that 
accurate records are kept of sales and attendance, that 
these are reviewed at regular intervals in some cases, and 
that the information is kept on cards although a few stores 
use a loose-leaf book. A few of the twenty-six department 
stores post the record on a weekly basis but the monthly 
basis is used by the majority because less clerical work 
is required and it gives th.e figures often enough to permit 
prompt check-up when an individual salesperson's performance 
seems to be falling off. 
The officials interviewed pointed out that pro-
duction records are kept for two reasons. First, to find 
out \mat it actually costs to sell merchandise in terms of 
personnel; and second, to show whether or not each employee 
is earning her salary. They pointed out that the record is 
also valuable in considering any requests for raises in salary, 
since the salesperson can be shown whether or not she is meet-
ing the selling cost standard set for her department, and how 
her selling cost compares with that of co-workers. 
With regard to determining selling costs of mer-
chandise, it was contended that a study of the trend of 
selling costs in various departments shows which are being 
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run most economically, and points the way to economies or 
the necessity of increasins efficiency in certain departments. 
Any sudden rise in the selling cost of a department is the 
signal for an investigation of conditions in that department 
to discover what is responsible. 
It was also indicated that if the selling cost of 
an individual employee runs consistently higher than that of 
other members of the department, an investigation is carried 
out to determine whether or not there are compensating factors 
or whether she is unsuited for work there. If her selling 
cost is average, she may be considered adequate; if it is 
lower than the average, then she is really valuable to the 
store, and her salary may be raised to keep her there ¥dthout 
setting up an unwarranted expense. Furthermore, if the pro-
duction records show sudden fluctuations in either the total 
number of transactions, total sales, returns, or selling cost, 
it is taken as an indication that there is some maladjustment 
either in the employee'S own conduct, or within the depart-
ment. In cases of this type, an immediate check-up is made 
which usually remedies the situation or reveals the cause of 
the trouble and appropriate action is taken. 
Shopping Reports 
The impression the salesperson makes· tpon the store's 
customers is the most important factor in determining selling 
efficiency. In the very small store this is observed at first 
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hand by the store owner or manager. In the slightly larger 
department store, the department manager is able to watch 
closely the manner in which salespeople treat customers and 
conduct their sales. But it is desirable to have a systematfu 
check-up or the kind or selling done by employees. 
Two methods are used by department stores in Eastern 
Canada to obtain such information. The first, and less fre-
quently used or these methods, is to encourage customer com-
plaints and opinions and to record these on the employee's 
job performance record. It was admitted t h at this method is 
somewhat unreliable, although in three stores it is depended 
upon as a source or customer opinions. The other, more widely 
used method is known as the service shopping system. 
In service shopping, an individual is employed by 
the store to make purchases from various departments or from 
specified salespeople, and afterwards to write a report des-
cribing the salesperson's approach, sales talk, attitude, 
and any other aspects of individual salesmanship, such as 
suggestion selling. 
In developing such a system, a store may select 
customers rrom among regular clientele and ask them to re-
port their reactions; it may employ other individuals not 
especially trained for the purpose; or it may use the ser-
vices of a specialized agency, set up specifically to do this 
type or work. Sixteen of the twenty-nine department stores 
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visited use shopping reports and all except two use the ser-
vices of shopping agencies. The two have actual customers, 
friends of the personnel official, make the service reports. 
Although, theoretically, actual c'l,lstomers should 
be able to make the most authentic service reports, it was 
declared by many of the personnel officials during the inter-
views that in practice they are not as satisfactory as the 
shoppers from service shopping organizations. It is the 
opinion of these officials that it is difficult to get cus-
tomers to make such reports and that if it is possible to 
have the customers make the reports, their reports are not 
usually sufficiently impersonal. They feel that customers 
are likely, while service shopping, to sympathize with the 
salespeople and to excuse inefficiencies which they would 
not condone in their regular shopping. Furthermore, unless 
the shoppers are especially trained, they are not likely to 
be able to detect the details of service which make the en-
tire contact pleasant or unpleasant. 
. ~ For these reasons, fourteen of the department stores 
included in this survey employ trained shoppers in their ser-
vice Shopping procedures. The services o~ three di~~erent 
shopping agencies are available in Canada and all three are 
used by the various department stores. The trained shoppers 
are given a specially prepared form upon Which they record 
their reactions. This form is supplied by the agency and 
89 
usually covers the important aspects of the job and the sales-
person as they affect the customer. It is devised so that a 
complete picture of the transaction can be recorded and so 
that important information on the service given can be ob-
tained. While many of these forms were offered for exam-
ination during the course of the interviews, only one store 
presented a blank for inclusion in this report and a copy of 
it is shown in Figure 6. 
A study of this form reveals that it provides for 
analyzing each important e,lement of the sales job and for 
weighting each element according to its relative importance. 
The total report permits a final grading of the salesperson 
which this organization calls a .selling quotient. The sell-
ing quotient is assumed to bear a relationship to sales 
ability similar to that which the intelligence quotient bears 
to intelligence. 
Of the two other types of shopping report forms 
presented for examination, one provides space for a complete 
story of the transaction to be composed by the shopper, and 
the other re~uires only check marks to be placed over the 
phrases Which give the most accurate desc~iption of the sales -
person and her manner of conducting the transaction. 
It was agreed by all the personnel officials using 
service shopping that salespeople should not know that they 
are being shopped at the time it is done. In some of the 
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NAME DATE 
s. Q. B. 
NO: DEPT. 
MDSE. PURCHASED IF ANY: 
AMT. SALE AMT. TENDERED 
A. APPROACH TO CUSTOMER 
VALUE 8 SCORE ( ) 
B. SECURING ATTENTION 
VALUE 10 SCORE ( ) 
c. ESTABLISHING INTEREST 
VALUE 10 SCORE ) 
D. CREATING DESIRE FOR MDSE. 
VALUE 11 SCORE ( ) 
E. TRADING UP 
VALUE 12 SCORE ( ) 
F. SUGGESTIVE SELLING 
VALUE 12 SCORE ( ) 
G. APPEARANCE OF SALESPERSON 
VALUE 5 SCORE ( ) 
H. APPEARANCE OF DEPARTMENT 
VALUE 1 SCORE ) 
I. COMPLIANCE WITH STORE SYSTEM 
VALUE 25 SCORE ( ) 
REMARKS: 
Service Shopping Report Figure 6 
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stores salespeople are told when they are employed that they 
will be shopped occasionally but in others they are never told 
and it would seem that this practice somewhat restricts the 
benefits to be derived from shopping reports. 
In all of the department stores where this device 
is used the shopping report is studied by the personnel execu-
tive, who considers all factors covered and assigns a score 
based on the total report. The score, in some stores a number, 
in others a letter, indicates whether the shopper found the 
salesperson outstanding, good, average, poor, or completely 
unsatisfactory and is posted to the employee's record card. 
In all t he stores shopping is followed up by individual in-
t~rviews--the few stores where employees are unaware that 
service shoppine.; is carried on are exceptions to this plan. 
The shopping of the salespeople is done at regular 
intervals. In some of. the stores it is done once a year, 
in others twice a year. A few stores have service shopping 
done monthly and in two of the larg er stores it goes on 
continuously. 
In discussing the value of shopping reports with 
the oi'i'icials interviewed, it was the general feeling of' 
those using the reports that they fulfill two needs. One, 
they reveal :.individual shortcomings or proficiency in the 
less tangible aspects of the sale which are not shown in the 
production record, such as the use of high pressure selling 
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methods by a salesperson with a large number of transactions. 
Two, they provide a check on training, indicating how well 
the salesperson has absorbed the principles of salesmanship 
which the training executive has tried to impart. If a 
large number of individuals shopped fall do~~ on a given 
point, it means that the training was inadequate; if there 
are only isolated instances of lack of training, it merely 
means that the individuals in question need extra instruction 
and assistance on the point. 
Personnel Rating 
While the production record shows the value of 
the employee to the store in proportion to the salary paid 
her, and the shopping report evaluates her selling technique, 
there are other factors which have a definite bearing on 
the suitability of the employee for her job and which can be 
judged most accurately by her immediate superj_ors. These 
factors include appearance, cooperation, initiative, adapta-
bility, enthusiasm, knowledge of stock, courtesy, alertness, 
stockkeeping, and interest in customers and thej_r problems. 
The executives under whom the employee works should be 
given an opportunity to express and record their opinions 
regularly on these points. (1) 
(1) Watkins, G. S. and P. A. Dodd, The management 
of labor relations, New York and London: McGraw-Hill Book 
COmpany, Inc., 1938, pp. 309-314. 
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How to Rate 
Rating plan is the term used for the system of re-
cording the superiors' opinions of the employees working under 
them. It is the custom to provide a specially prepared form 
which lists the characteristics on which the employee is to 
be rated and provides space for the executive doing the rating 
to indicate his judgment on each. 
There are two types of rating scales in use in 
department stores in Eastern Canada. The first type is 
known as the standard rating scale. On this scale the employee 
is rated opposite each characteristic either numerically, 
by a score which is chosen in comparison with an arbitrary 
perfect score, or as "excellent'', "good", "average", or "poor". 
The advantage of this type of scale is its simplicity; the 
disadvantage is the fact that it may encourage quick, care-
less rating. (1) 
The second type is the behav.ior rating scale. 
Figure 7 shows a copy of this rating form. It will be noted 
that on this scale, under each quality listed, several phrases 
are given which accurately describe, in terms of behavior, 
variations in the extent to Which the quality is possessed. 
For example, under the heading, "attitude", the rater has 
the choice of the following: 
(1) Lbid, p. 314. 
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Date 
---------------------
Name of employee: 
APPEARANCE 
Wellgroomed 
Always neat 
Could 
improve 
Neglects 
appearance 
.Slovenly 
ATTENDANCE 
ATTITUDE 
Regular 
Cooperates 
cheerfully 
MANNER TOWARD CUSTOMERS 
INDUSTRY 
Gracious 
Diligent-- al-
ways alert 
Rating Form 
Fairly 
regular 
Often absent Not 
dependable 
Cooperates 
only when 
asked 
Polite 
Steady 
hard 
worker 
Solo per-
former, no 
thought of 
others 
Indifferent 
Unimpressive 
Indifferent 
Hostile--
shirks 
work 
Grouchy or 
repellent 
Lazy 
Figure 7 
Rating Form (continued) 
EFPICIENCY 
Expert 
PERSONALITY 
PRODUCTION 
Capable 
leader 
High 
STOCK CARE 
Competent 
Accompli shes 
work without 
friction 
Increasing 
Stock or-
derly, well 
displayed 
Work done 
but needs 
improvement 
MERCHANDISE 
KNOWLEDGE 
Moderate but 
learning 
Poor 
control 
Steady 
Constant 
super-
vision 
necessary 
Complete Well informed Moderate, 
but learning 
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Neglects 
and mis -
understands 
Trouble and 
friction 
maker 
Low, de-
creasing 
Avoids stock 
work 
Not inter-
ested in 
learning 
Yes No 
Is employee courteous under all circum-
stances? 
Is employee's attitude at all times 
business-like? 
Is employee tactful in dealing 
with customers? 
Is employee enthusiastic about 
his work? 
Is employee loyal to our store? 
Does employee organize work satis-
factorily? 
Does employee know and follow 
store rules? 
Figure 7 (continued) 
Rating form (continued) 
Does employee sell quickly and efficiently? 
Does employee make many errors? 
Does employee show an interest in learning 
about merchandise? 
Does employee guard against waste of 
supplies? 
Does employee advise manager of merchandise 
requested which is not in stock? 
Does salesperson use suggestive selling? 
Promotional quality? 
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Yes No 
General remarks ________________________________________________ __ 
Do you feel that this person is adapted to the work assigned 
to her (him)? 
Do you feel that she would be more successful in some other 
line of work? If so, what? 
List suggestions for special counsel you fe e l this employee 
sh ould have, if any. 
Signed. ____________________________ _ 
Mgr. ___________________ Dept~·-~-- ------
General suggestions for completing this for.m: 
1. Make a conscious effort to keep your ratings objective and 
impersonal. Unless you are perfectly aware of your 
Figure 7 (continued) 
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Rating £orm (continued) 
£eelings, your personal likes and dislikes can dis-
tort your ratings. 
2. Guard against ratings that are too high (a) because you 
have known the salesperson £or a long time (b) you 
do not know the salesperson well, and are a£raid 
of being too critical, (c) you assume that because 
a person is good in one quality, she excels in all. 
3. Guard against ratings that are too low because you actu-
ally dislike the person involved. 
4. Guard against being unusually responsive to one quality, 
i.e. because you admire attractive people, do not 
be swayed to rate an unattractive person too low. 
Beware of basing your ratings emotionally, be-
cause you dislike a certain 11 type 11 of person. 
5. Do not let £ormer ratings in£luence the one you are 
presently making. Be on the alert to notice 
changes, regardless of how gradual they may be. 
6. Do not permit one incident to influence your entire 
rating, particularly if that incident is o£ re-
cent occurrence. 
7. If you do not £eel qualified to answer any question 
accurately, leave it blank rather than make an 
estimate. You will have the opportunity on later 
reports to supply this information. 
Figure 7 (concluded) 
Cooperates cheerfully 
Cooperates only when asked 
Solo performer--no thought of others 
Hostile--shirks work 
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This type of scale has the advantage of compelling 
the executive to mark the employee in terms of what he actu-
ally sees her do; furthermore, it slows down the rater and 
prevents him from rating an employee uniformly in all quali-
ties, unless the performance actually is uniform. There are 
two disadvantages to this scale. One, it admits undesirable 
behavior on the part of the salesperson; and two, the be-
havior descriptions under each quality must be very care-
fully worked out in order to give an accurate evaluation of 
employee conduct and characteristics, otherwise the purpose 
is defeated. 
What to~ 
Various factors make it necessary for individual 
stores to decide what characteristics should be included on 
their rating scales. The type of service standard of the 
store, the qualities sought by the store in its applicants, 
and the jobs being rated must all be taken into consideration 
when listing characteristics for rating. The rating form 
accompanying this chapter lists the following characteristics, 
as may be noted in Figure 7: 
vVhen to~ 
Appearance 
Attendance 
Attitude 
Manner toward customer-s 
Industry 
Efficiency 
Personality 
Production 
Stock care 
Merchandise knowledge 
99 
Fourteen department stores in Eastern Canada make 
rating s at regular intervals. One of these stores makes 
rating s every three months, the others conduct the ratings 
twice a year. The officials of the thirteen department 
stores conducting ratings twice a year feel that this is 
often enough but there is the danger that when an undesirable 
characteristic goes unconrected for a long period, executives 
might become accustomed to it, there is an unnecessary toll 
of efficiency and services; and it is all the harder to cor-
rect a fault of long standing when it is finally pointed 
out. 
Who Should Rate 
Rating scales Should be filled in for each sales-
person by two or three raters each working independently, so 
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that one is not inf.luenced by the other. The raters usually 
chosen are a representative of the department (usually the 
buyer or the assistant buyer), a representative of the 
service division (the floor superintendent or the section 
manager), and a representative of the personnel office (the 
personnel director, a training representative, or a sponsor). 
The completed rating forms should be turned in to the execu-
tive in charge of personnel who should study them, investi-
gating any wide discrepancies in judgment on the same person. 
A composite of the ratings is then drawn up and it is posted 
on the salesperson's job performance record or central record 
card. (1) 
Explaining the Rating Plan to the Employees 
The rating plan must be thoroughly understood both 
by the ~ployees who are to be rated and by the executives who 
are to do the rating. New employees should have the existing 
rating plan explained to them as part of their initial train-
ing. It is a good idea to show them a sample of the scale 
on which they will be rated so that they can strive to excel 
in the points which management considers essential to employee 
success. 
The introduction of a rating plan should be preceded 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, P• 115; and 
Briscoe, N. A., G. Griffith, and o. P. Robinson, Store 
salesmanship, 3d. ed., New York: Prentice-Hall, Inc., 
1947, p. 406. 
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by a store-wide meeting at which the plan is thoroughly ex-
plained and discussed, with employees being given an oppor-
tunity to ask questions, offer suggestions, and point out the 
qualities which they think should be included in g fair and 
constructive plan. 
Executives too should have the plan carefully ex-
plained to them and instruction should be given to them in 
the method of rating their subordinates. (1) 
As frequently as the ratings are made, employees 
should be informed individually of their own standings. It 
is preferable to have this done by an executive who can 
analyze all the details and provide the ratee with con-
structive guidance in overcoming shortcomings. (2) Also 
in order that full benefit may be derived from the rating 
process, constant follow-up must be exercised by the execu-
tive in charge of personnel. (3) 
To insure fair ratings, Figure 7 lists a number 
of ·suggestions to the r;:tters , which may be found on pages 96 
and 97 under the heading, General suggestions for completing 
(1) The retail personnel primer, New York: 
National Retail Dry Goods Association, 1940, P• 115. 
(2) Briscoe, N.A.,G. Griffit~, and 0. ~· Robinson, 
Store salesmanship, 3d. ed., New York: Prentice-Ht!ll, Inc., 
1947, p. 399. 
(3) Ibid, P• 398. 
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Value of Ratings 
The most important advantage of the setting up 
of a rating system is that an essential supplement is pro-
vided to production records, shopping reports, and reviews, 
in estimating the true worth of the individual salesperson. 
Another important advantage to ratings is the 
elimination of snap judgments about employees, as well as 
the removal of differences of opinion since the qualities 
on which judgment is made are defined and standardized. (1) 
Personnel Review 
Like personnel rating, the use of the personnel 
review is not widespread in the department stores in Eastern 
Canada. Fifteen of the twenty-nine department stores in this 
region make use of personnel reviews. Of these, fourteen 
have semi-annual reviews and one conducts a review only when 
the performance of an employee shows a necessity for it. 
The personnel review is one of the more recent 
methods developed to assure a complete appraisal of employees. 
~hile the operation of the plan in various stores differs 
in details, the general procedure is basically the same. 
Fundamentally, the plan consists of a complete periodic 
study of each employee's job performance, considering all 
(1) ~Qe retail Qersonnel primer, New York: 
National Retail Dry Goods Association, 1940, p. 118. 
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factors directly or indirectly contributing to it. 
The Reviewing Procedure 
The review should be held by a group o f executives 
with the viewpoints of general management, of personnel, of 
selling supervision, and of service supervision all being 
represented on the review committee. Those composing the 
committee usually are the personnel director or his rep-
resentative who represents the store's personnel authority 
and top management at the same time, the department manager 
concerned or his representative, a representative of the 
service division, and a representative of the training de-
partment. 
This committee sits in conference and considers 
each worker individually, determining first, his present 
value, and second, his potential value to the store; and 
recommending any indicated action concerning the status or 
salary of the employee. 
In The retail personnel primer on page 121 are 
listed the following records which should be available for 
the reviewing committee: 
11 a. Production record 
1. Net sales of each salesperson 
2. Number of sales of each salesperson 
3. Amount of average salescheck of each 
salesperson 
4. Return percentages 
5. Selling cost of each salesperson 
6. Department averages on 1, 2, 3, 
4, and 5. 
b. Ratings made during the interval since the 
previous review 
c. Health records 
1. Attendance 
2. Any medical reports accumulated 
in connection with ill-
nesses or absences 
d. Shopping reports, customer complaints or 
praise, error record 
e. Records of salary changes and job transfers 
within the store as well as a brief 
summary of the employee's previous 
work history. 11 
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The review may be conducted in either of two ways. 
One way is to have the personnel executive present a brief 
on each salesperson and the other is to set up one person 
in eAch department as a standard and to compare the others 
to her. The individual set up as a standard is chosen by 
the buyer or section manager as the one who in his opinion 
has the most all-around value. 
In both methods discussions are held to determine 
the present value of each employee and following this another 
review is made to determine the potential value of each, con-
sideration being given to salary increase or decrease, trans-
rer or job, promotional possibilities, speci~l attention 
through individual training or interview, and employment 
termination. 
If action is to be taken on any of the above points, 
the employee concerned is assigned to one of the committee 
members for an interview. (1) 
Follow-££ 
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An effective system of follow-up is usually an 
essential part of the personnel review. After each group 
of employees has been reviewed and graded, t4e chairman of 
the reviewing committee has two follow-up responsibilities. 
The first of these responsibilities is to the employees. 
Each salesperson is interviewed and informed of her rating, 
and her problems are discussed with her. This procedure is 
followed regardless of whether the employee's rating is 
satisfactory or unsatisfactory. The interview is usually 
conducted in private by the section manager, a service rep-
resentative, or some other representative of management and 
is of great importance to the salesperson. It should be 
carefully planned and sufficient time allowed to discuss 
the situation thoroughly and to work out any necessary plans 
for ' improvements. 
The second follow-up responsibility is to the man-
agement. It is normally the responsibility of the reviewing 
committee to make recommendations to management for salary 
increases and decreases, transfers, promotions, and termina-
tions. These recommendations are later followed up to find 
(1) Ibid, pp. 122-123. 
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out if they have been put into effect and also to determine 
the necessary steps to be taken to improve the employee's 
standing after the changes have occurred. The committee also 
prepares a summary of the completed reviews for the considera-
tion of management. (1) 
Many of the fifteen department stores which con-
duct reviews do not have the formal type of review which 
has been described above. In some of these a single top 
executive is in close daily contact with all employees and 
he feels that so -much formality is unnecessary. The pro-
cedure usually followed in cases of this kind is for the 
manager and the head of the department concerned to sit 
down periodically with the names of the employees of the 
particular department in front of them, a list showing 
their sales records, and a check list of characteristics 
which are considered important. They systematically 
evaluate the performance of each member of the department, 
and when a decision is reached, it is jotted down and 
acted upon accordingly. In this way the managers feel that 
they do away with making decisions on a subjective and dis-
organiz-ed basis and also avoid making hasty decisions. 
Advantages of ~ Review 
When thoughtfully devised and intelligently ad-
ministered, reviews are advantageous to the employees, to 
(1) Ibid, PP• 121-122. 
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the management, and to the store's customers. Some of these 
advantages as they affect the three groups are: 
To the employee·s: 
1. They define for the employees the qualities 
that management considers important in 
good job performance 
2. They assure the workers that management .is 
endeavoring to rate them fairly and 
impersonally 
3. They help to establish equitable wage scales · 
by giving a fair comparative analysis 
of each worker 
4. They assure the employees of' better training, 
because the reviewing process reveals 
the needs for training and stimulates 
management in its training efforts. 
To the management: 
1. Employee reviews define for management the 
relative value of' each employee to the 
organization 
2. They describe for the executives the qualities 
for good job performance 
3. They lower selling costs by aiding in the 
maintenance of efficient salespeople 
4. They stimulate better cooperation between 
the various executives and between 
the executives and the employees 
5. They help the store to measure the ~airness 
or adequacy o~ the job standards in 
selection, training, and maintenance. 
To the store's customers: 
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They are assured o~ service ~rom employees 
who have a better attitude toward their 
jobs and who are better trained, more 
courteous, better in~ormed, and more 
stable. 
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C H A P T E R V I I 
EMPLOYEE SERVICE ACTIVITIES 
Because of the unpopularity of the phrase, " wel-
fare work", in the connnercial and industrial vocabulary, due 
to its unfortunate association with charity and paternalism, 
it has been eliminated and "employee service activities" has 
been substituted for it. 
Employee service activities include all activities 
which are undertak en by management for the general welfare 
of employ ees. Such activities come under the heading of 
health. services, vacations, benefit and insurance plans, 
savings and loan plans, and education and recreation. 
There should not be any aspect of charity or 
paternalism about employee service activities because the 
store's main purpose in undert~~ing them is to promote the 
physical and emotional fitness of the employees. Actually, 
they should be looked on as an investment because the store 
receives dividends in one form or another from ea.ch of them. 
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A vacation restores the employee's health and vigor so that 
she is more efficient on her return and less likely to lose 
time through illness during the following year. An employee 
discount plan insures employee good will and patronage, and 
is a source of income to the store which might otherwise be 
lost. Group life insurance and hospitalization plans cost 
management as high as three per cent of the payroll where 
premiums are paid in full by the firm or where employees 
and employer share the payments in addition to bookkeeping 
costs but the store is saved the embarrassment of loans and 
the inefficiency resulting from worry and ill health on the 
part of the employees. (1) 
Health Services 
Physicians 
Twelve department stores in Eastern Canada either 
have doctors in attendance full- or part-time or have physi-
clans upon whom they may call as the need arises. One store 
employs two doctors full-time. Only one store provides the 
services of a dentist and he is in attendance only part-time. 
Nurses 
Fourteen stores have nursing service for the em-
ployees and customers. This service varies according to 
(1) Lansburg, Richard H., and William R. Spriegel 
Industrial management, New York: John Wiley and Sons, Inc., 
1946, p. 329; and Watkins, G. S. and P. A. Dodd, The ~­
agement of labor relations, New York and London: McGraw-
Hill Book Company, Inc., 1938, pp. 599-600. 
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individual stores. One store has three nurses employed on 
a full-time basis, three stores have two nurses in constant 
attendance, eight stores have one nurse, and the remaining 
two have a visiting-nurse service contract with the Victorian 
Order of Nurses for nursing service for two hours a day--one 
hour in the morning and one hour in the afternoon. 
It is the practice in some of the department 
stores where nursing service is provided to have the nurse 
in attendance at the dispensary during certain hours of the 
day and then to have her visit the homes of employees vmo 
are reported ill. Should an emergency arise in her absence, 
employees trained in first aid take care of the situation 
until medical attention can be procured. In other department 
stores the physician and nurse, or nurses, offer first aid 
to both employees and customers, treat employees for minor 
ailments, and provide diagnostic and consultation service as 
well as physical examinations to new employees and annual 
physical check-ups to all employees. 
Officials interviewed pointed out that the aim 
of the medical departments is to keep the worker well 
rather than to cure her disabilities, and they admitted 
that the medical service had been introduced because of its 
advantages. Much lost time is eliminated through early 
attention to trivial injuries and the education of the em-
ployees in the methods of accident and sickness prevention. 
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It was agreed that proper health supervision pays and pays 
well because sickness, fatigue, and injuries diminish output 
and increase selling costs. 
Hospital Facilities 
The setting up of a medical service unit necessi-
tates the provision of a cheerful place in which the doctor 
and nurse may work and one that is central enough to make 
it convenient for all the employees. Of the fourteen de-
partment stores providing nursing service, thirteen have 
clinic or hospital facilities within the store. The re-
maining one is one of the two stores having visiting-nurse 
service and the visiting nurse is expected to conduct her 
visits in an office vacated for the purpose or in the ladies' 
rest room, but it was indicated that this is a temporary ar-
rangement which will be changed shortly. 
Of the fifteen department stores which do not 
have nursing service, all but three have first aid sup-
plies available and at least two employees, one male and one 
female, who are trained in first aid. The officials of the 
three stores making no provision whatever for treatment of 
accident and illness cases ~eel satis~ied with this condition 
and have no intention o~ changing it. All three displayed an 
optimistic outlook about accidents and illnesses and ~elt 
that i~ one should occur, somebody somewhere will be able to 
~ ovide the necessary band-aids and smelling salts. 
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Physical Examinations 
vfuile physical examinations are now generally 
recognized by industrial concerns as an integral part o~ 
personnel procedure, their use in department stores in 
Eastern Canada is not con~on. The time and expense involved 
and the possible suspicious attitude o~ employee s to physi-
cal examinations were the reasons advanced by t h e o~~icials 
interviewed. Only two department stores in this area have 
a yearly physical examination ~or all employees. In addition 
to these two, in one store ~oodhandlers only have a yearly 
health examination and in another all ~oodhandlers and all 
hairdressers have a physical examination twice a year. In 
still another store a physical examination is given at the 
time o.f employment, bei'ore every promotion, and bei'ore 
every long trip. The personnel director oi' this store ex-
plaine d that past experience had been responsible .for the se 
rulings. He cited instances of salespeopl e having been pro-
moted to work which had proved injurious to their health and 
the store had been held responsible. Similarly, the store 
had been held responsible .for the illness oi' a buyer follow-
ing a long trip. To avoid ~urther e ntangleme nts of t h is sort 
the above regulations were made. 
Chest X-rays. The provincial governments of New 
Brunswick, Nova Scotia, Prince Edward Island, and Quebec 
together with the anti-tuberculosis societies oi' these 
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provinces have been successful in mak ing t h e public anti-
tuberculosis co nscious and have organized a chest X-ray 
service. Mobile chest X-ray units are set up in industrial 
plants, in schools, in the larger department stores, and 
in other centrally located places so that the personnel 
of these organizations as well as private citizens ma y have 
chest X-rays free of charge to detect the presence of tuber-
culosis. Only five department stores do not take advantag e 
of this service. No reason was given for their non-partici-
pation in this plan. 
In discussing the value of physical ex aminations 
with the various personnel officials it was brought out 
t hat physical examinations eliminate the expense and waste 
involved in employing persons physically incapabl e of doing 
their work efficiently, pr otect other employees against con-
tagious and communicable diseases, prevent t h e new employee's 
being assigned to tasks that will overtax her physical powers 
and result in permanent injury, and safeguard the consuming 
public from germs transferred to goods by disease carriers 
who may have handled them. 
Vacations 
It is now recognized that a paid vacation is an 
investment for management which pays good returns. Stores 
which give paid vacations have found that they are of g reat 
value in restoring employee vigor and efficiency, and in 
forestalling absences due to ill health. All progressive 
stores now have definite vacation schedules, and employees 
have learned to expect them. 
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Twenty-eight of the twenty-nine department stores 
visited have paid vacations. In the reinaining store there 
are paid vacations for non-selling employees but the selling 
employees work on a straight commission basis. They are per-
mitted to draw their regular drawing allowance before going 
on vacation but this has an adverse effect on commissions for 
a short period immediately following the vacation. One store 
provides both a summer and a winter vacation of two weeks 
each (with pay) for all full-time employees. 
The general plan for vacations in all t he stores 
visited is that after one year's service an employee is 
entitled to one week's vacation with pay; after two years' 
service she is entitled to two weeks' vacation with pay. 
However, if an employee joins the company before the d. ose 
of the vacation season, She is usually given one week's 
holiday with pay during the next vacation season with out 
having had to complete the full year's service. Similarly, 
in the following year she is given two weeks. As a special 
reward employees who have given twenty-five years' service 
or more are given a long er vacation with pay. In some 
stores this is three weeks; in others, four weeks. 
It is the usual practice to have the vacation 
season extend from the middle of April to the end of Sep-
tember with consideration being made for peak periods in 
the various departments and for seniority in the firm. 
Most of t h e department stores do not encourage 
their employees to take vacations outside the regular 
season · but in many cases anyone employed for one year may 
obtain her vacation at any time, except during the months 
of November and December, by applying to the official in 
charge of personnel. However, usually there is a ruling 
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to the effect that She may not have a second vacation within 
a twelve-month period. 
Benefit and Insurance Plans 
Savings Plans 
Eleven department stores have a type of savings 
plan for their employees. These savings plans are of three 
kinds. Eight stores have plans operated by the pay office 
and call them employees' wages savings accounts, two have 
an employees' savings and profit-sharing fund, and one has 
a vacation savings plan. 
In the employees' wages savings account form 
of savings plan, employees are permitted to open accounts 
in the pay office. Deposits are accepted from employees only 
and are limited to earnings received from the company. In 
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all eight stores using this savings plan the company reserves 
the right to limit the maximum amount which may be deposited 
and deposits and withdrawals are made during business hours. 
The rate of interest is determined by the company a nd is 
credited t wice a year on certain specified dates. 
The employees' savings and profit-sharing fund 
as opera ted in two of the department stores is o p en to al·l 
regular employees who have been in the employ of the com-
pany for one year. The employe e contributes a certain per-
centage of her wag es up to a yearly specified maximum and 
t h e company contributes the same percentage of consolidated 
net profits. The money in the fund is invested by the board 
of trustees of the fund with interest and dividends earned 
being distributed among the members of the fund in propor-
tion to the balance to the credit of each member. Each 
year every member receives a statement showing how her ac-
count has benefited during t h e preceding year. Employees 
are permitted to withdraw t h e money which they have deposited 
together with interest at the rate of five per cent com-
pounded semi-annually. After ten years' service with the 
firm, employees are entitled to withdraw the full balance 
credited to their accounts. With regard to with drawals 
upon resign a tion, a special concession is ma de to girls 
who resign to be married wh en five years' service only is 
required before t h ey may withdraw the full amount credited 
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to their accounts. 
The third type of savings plan offers the employees 
an opportunity to save for their annual vacations. Accord-
ing to the rules of this plan employees deposit a certain 
agreed sum each month with the pay office. Interest at 
a rate determined by the company and compounded semi-annually 
is added to the balance. The employee is allowed to with-
draw her money once a year only--at vacation time. Should 
an employee leave the service of the store during the year, 
she is permitted to withdraw the savings to her credit to-
geth er with the interest, but this is the only exception to 
the rule regarding withdrawals. 
Canada Savings Bond Payroll Deduction 
While all of the department stores under discussion 
provided this service to their employees during World War II, 
sixteen have abandoned it because of the extra bookkeeping 
involved and t h ey feel that their employees are not handi-
capped by their decision since Canada Savings Bonds may be 
purchased by them on the instalment plan at all of the local 
banks. 
Stock Participation Plan 
Many indust;r>ial concerns both in Canada and in the 
United States have introduced employee stock ownership plans 
both as a profit-sharing scheme and as a means of providing 
wage earners with a chance to obtain a share in the ownership 
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of the industry. (1) In addition department stores in the 
United States have successfully inaugurated stock partici-
pation plans but not one department store of the twenty-
nine visited has a stock participation plan for its em-
ployees and attempts to draw the officials interviewed 
into a discussion of the subject were fruitless. 
Pension Plan 
Sixteen department stores in Eastern Canada have 
pension plans for their employees. ~hile the early pension 
plans in industry were established largely through philan-
thropic action as a means of alleviating the financial in-
convenience caused the worker by his retirement, (2) most 
of the off icials interviewed expressed a conviction that 
pension benefits should be extended to employees reaching 
the retirement age as a reward for long and faithful ser-
vice, and they believe that a well-developed pension program 
is a sound businegs policy mainly because of the improved 
effi ciency of the department store resulting from the 
elimination of older employees whose slackened pace is 
threatening to slow up their whole department. 
The pension plans in £once in department stores 
(1) Lansburg, Richard H., and William R. Spriegel, 
Industrial management, New York: John Wiley and Sons, Inc., 
1946, p. 298; and Watkins, G. s. and P. A. Dodd, The manage-
ment of labor relations, New York and London: McGraw-Hill 
Book Company, Inc., 1938, P• 389. 
(2) Ibid, P• 588 
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in Eastern Canada are of two types: 
1. Canadian Government Annuities 
2. Insurance company annui t ies. 
Contributions to the fund may be made solely by 
the . store or may be shared equally by the store and the em-
ployee. Four of the stores operate their plans on a non-
contributory basis while the other eleven require the em-
ployees to contribute their share of the premium. In all 
cases, where contributions are shared, should the employee 
sever connections with the store, she may continue with the 
plan but must pay the full premium. 
In fifteen of the stores all employees are 
eligible to participate in the plan and in no case where 
the employer and employee share the payment of t h e p remiums 
are the employees compelled to join. In the remaining store 
a retirement s~curity plan is available for heads of depart-
ments only. 
All plans provide for retirement at the age of 
sixty-five with the pensioner then receiving an annual in-
come based on her earnings and length of service. 
In some of the department stores where there is 
not a pension plan, provision is made for deserving cases 
as they arise. Vfuile -this seems a generous plan, it has 
distinct disadvantages. For one thing the element of 
security is lacking because of the haphaza rdness of the 
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procedure, and for another, the employee is inclined to feel 
that the grant is a gratuity and not a deferred w~ge, earned 
by long years of continuous and faithful service. 
In discussing the question of pension plans with 
the various personnel officials many advantages of an ac-
ceptable pension plan were cited. It is felt that pensions 
give employees a sense of security, strengthen the morale 
of the whole working force, reduce labor turnover, and in-
crease employee efficiency. Pension plans have another ad-
vantage which was not spoken of by any of the officia~ be-
cause even mention by him of possibility of labor discord in 
his store is tabu. However, the existence of a pension plan 
in her place of employment has t h e eff ect of making the worker 
reluctant to strike especially if sh e has had many years of 
service. The maintenance of a good working record is of 
paramount importance to her and she is careful not to do any-
thing which will give cause for discharge or denial of pension. (1) 
.. 
Hospitalization and Health Insurance 
The expenses of an illness requiring hospitalization 
and expensive medical care are usually overwhelming for the 
average department store employee. There is a growing move-
ment toward providing insurance to cover these emergencies. 
This type of insurance is of two kinds, one is 
(1) Ibid, p. 590. 
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that which is available throu~h profit-making organizations 
and the other is hospitalization insurance organized by non-
profit-making groups. This latter type has been built up on 
a very larg e scale and .has proved an eff ective plan for less-
ening the financial shock of ahy illness requiring hos p ital 
care. One form of hospitalization insurance of this type is 
called the Blue Cross Plan. Various provinces have different 
or ganizing bodies for the plan. Department stores in New 
Brunswick, Nova Scotia, and Prince Edward Island using this 
plan come under the Maritime Hospital Service Association. 
In the province of Quebec the corresponding organi.zation 
is known as La Service de Sante de Quebec. The plan requires 
that a minimum percentag e of the employees join together. 
Policies are issued to provide hospital care for single 
people, or at higher rates to cover husband and wife or an 
entire family group. 
Blue Cross benefits are divided into hospital, 
surgical and medical types fo r subscribers living in Eastern 
Canada. Hosp ital alone, hospital and surgical benefits or 
a combination of the three may be carried . 
Hospital benefits include hospitalization, nursing 
care, ordinary medicines, dressings, and interne service for 
thirty-five days per contract year. Maternity care is limited 
to eight days and is available on family contracts only. 
Tae surgical plan provides for payments of specified amounts 
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up to tl50 towards the physician's fees for surgical or 
maternity care in the hospital, home, or doctor's office. 
The medical plan provides for a payment up to three dollars 
a day towards physici~'s fees for non-surgical, non-
obstetrical hospitalized cases for a period of twenty-eight 
days pef illness; however, medical benefits are available 
only to subscribers of hospital and surgical plans. (1) 
Four of the department stores have a health in-
surance plan s p onsored by profit-making organizations and 
t wenty-three have Blue Cross. Of these, one store has 
both health insurance and Blue Cross which means that 
there are three department stores which have neitper health 
insurance nor Blue Cross. 
Health insurance premiums and hospitalization 
fees may be paid entirely by the store, may be s hared by 
the store and the employee, or may be paid wholly by the 
employee. or the four department stores which have health 
insurance, one store pays the entire premium and the other 
three share premium payments with employees. In eighteen 
stores having the Blue Cross Plan the employee pays the 
whole fee and in the remaining five, the monthly fee is 
shared. 
It was the general feeling among those interviewed 
that hospitalization and health insurance is well worth any 
extra cost eith er in the payment of premiums or additional 
(1) Here'_!! your complete answer, Blue Cross 
Pamphlet, October 10, 1948. 
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bookkeeping costs involved because of the noticeable ele-
vation of morale and increased efficiency when the employees 
feel themselves protected against expensive illnesses or 
accidents. 
Life Insurance 
The most commonly used type of insurance in de-
partment stores in this area is group insurance. Group in-
surance is the issuance of insurance at reduced rates to 
groups of employed people. It is one of the employee activi-
ties vhich is readily undertaken by department stores since 
it need involve only the organization of a group sufficiently 
large to meet the insurance company's requirements, and 
does not cost the store anything--unless management chooses 
to pay a part of the premium. In the usual group policy, 
insurance is issued to group members at a flat premium rate 
based on the average age of the original group, rather than 
on the basis of individual age; no physical examination is 
required. (1) If the individual leaves the employment of the 
company, he may continue the insurance at the normal rate, 
based on his age at the time of leaving, without physical 
examination. In most cases the policies issued are for 
straight life insurance but two of the department stores 
included in this report have insurance policies which pro-
vide compensAtion for sickness and accidents as well. 
(1) Watkins, G. S. and P. A. Dodd, The management 
of labor relations, New York and London: McGraw-Hill Boo~ 
Company, Inc., 1938, pp. 617-618. 
The type of policy available varies with the 
size of the organization subscribing and the insurance 
company from which it is obtained. Most large companies 
work out a plan which will best meet the needs of the 
particular group; regardless of the details of the plan, 
however, the employee receives greater protection at a 
lower rate than would be obtainable if she took out an 
individual policy of insurance. (1) 
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Some stores visited, particularly those \Vhich pay 
a part of the employee's premium, find it desirable to set 
up a scale limiting the amount of insurance available to 
employees at various salary levels. Other stores stipulate 
one amount for all rank and file employees and another for 
all executives. 
The insurance plans of sixteen of the department 
stores cover all employees, while in three stores, truck-
drivers only are insured. In these three stores the premiums 
are paid entirely by the store but where insurance is in 
force for the entire group, the tendency is to have the 
payment of premiums shared by the employees and the store. 
In thirteen stores this is the case, while in two the em-
ployee pays the whole premium, and in the remaining one 
the store pays the premium. 
(1) Lansburg, Richard H., and William R. Spriegel, 
Industrial management, New York: John Wiley and Sons, Inc., 
1946, p. 337. 
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One firm has its own insurance company which sells 
insurance to the employees of its seven branch stores in this 
area. In this company, insurance for amounts up to t3000. is 
granted without medical examination, subject to the approval 
of the company to all employees between the ages of fifteen 
and forty-five inclusive. If insurance for larger amounts 
is wanted, it will be granted subject to medical examination 
and approval of the company. The premiums are set as low as 
possible having due regard to safety and in addition the firm 
pays ten per cent of the premiums on all policies taken out 
by its employees. Employees Who resign are allowed to con-
tinue the policy. The ten per cent allowance on premiums 
is permitted for three years following resignation and after 
that the payment of the full premium is required. 
Group insurance has a strong appeal for three 
groups of department store employees: those who cannot 
save for the future, thoEe who have reached an age where 
rates for ordinary insurance with private companies are 
very high, and those who cannot pass the physical examina-
tion. (1) Most of the officials interviewed stated that 
in their opinion the benefits of the provision of group 
plans are two-fold: the reduction in the percentage of 
labor turnover, and improvement in employment relations. 
(1) Watkins, G. S. and P. A. Dodd, The management 
or labor relations, New York and London: McGraw-Hill Book 
Company, Inc., 1938, p. 618. 
Employee Shopping 
Twenty-eight of the department stores visited 
allow their employees time off from the department to shop 
within the store. The personnel official of the remaining 
store admitted that he had never given any thought to the 
matter of employee shopping and he was very vague about 
whether his employees ever bought anything in his store, 
which happens to be one of the smallest department stores 
visited. The officials of the other stores all feel it is 
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good policy to encourage their employees to buy as much as 
possible within the store and are fully aware of the advantages. 
Employee Shopping Regulations 
Some of the stores have definite hours for per-
sonal shopping by the employees, others allow employees 
to shop when it is convenient for their particular depart-
ment. All store s request employees to shop early in the 
day if it is at all possible. 
All stores have very definite rules regarding 
the taking of the purchases from the store. Employees are 
required to have parcels stamped or in some cases signed by 
the department manager or accompanied by the sales slip or 
other identifying material, before they may be cleared 
through the doorman on the way out. As a matter of fact, 
this rule applies to all parcels whether they contain mer-
chandise purchased that day in the store or not. 
Employee Discounts 
It is common practice in the department stores 
visited to give a discount to employees on purchases made 
in the store, and the discount privilege is frequently ex-
tended to dependents of the employee or members of her im-
mediate family. 
The amount of ' the discount varres with different 
stores; it was found that ten per cent is most common, al-
though several stores offer as much as twenty per cent~ 
Many of the stores give a basic discount on purchases for 
personal use, and a higher rate on clothing bought for 
wear in the store. Extra discounts are sometimes offered 
at Christmas time, or for special items. 
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The granting of the discount privilege is sub-
ject to certain regulations. Most of the stores require 
that employees be on the payroll for a specified number of 
weeks before they may receive discounts. The waiting period 
is longer for part-time employees. Extras are given dis-
counts in many of the stores only on the days on which they 
work, unless they have been associated with the store at 
intervals over a long period. 
While resignation from the company terminates the 
discount privilege, several of the stores make an exception 
in the case of a girl leaving to be married, if she has 
a certain specified period of service with the firm. In 
cases of this sort the young lady is entitled to a ten 
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per cent discount on all purchases for herself and her new 
home for a limited time from the date of leaving. In two 
stores, at least, this limited time is three months. 
In addition to .granting regular discounts to the 
employees,many of the stores visited conduct employee sales 
when merchandise vhich has not sold or is unsalable because 
of slight damages is sold · to the employees at remarkably 
low prices. Many of the stores too, allow their employees 
pre-sale shopping privileges but not all of the stores allow 
the regular discounts on items bought before sales at sale 
prices. 
There are three advantages to the practice of 
giving special shopping inducements to employees. These 
are: 
1. It keeps employee business in the store 
2. Employees feel that the discount operates 
as an addition to salary 
3. It offers a valuable check-up on merchan-
dising and service policies. (1) 
Employee Charge Accounts 
Employers in the twenty-eight department stores 
allowing shopping privileges permit their employees to mve 
ch arge accounts subject to the same regulations in force 
for regular customers. The one diff erence is that many of 
(1) The retail personnel primer, New York: 
National Retail-nTy Goods Association, 1940, P• 140. 
the stores have rules regarding the payment of employees' 
accounts and the total amount outstanding at any one time. 
Several stores have regulations about salary deductions to 
ensure payment of the amount due. 
Borrowing .h;L Employees 
A wide variation was found in the answers to the 
question, "Is there a definite policy with regard to loans 
and advances?" as shown in the following table: 
No. of stores 
Allow both loans and 
advances 5 
Allow loans but do not 
allow advances 10 
Allow neither loans nor 
advances 3 
No definite policy 11 
Total 29 
Nine of the stores have a well defined plan for 
loans which they publish in their handbooks. In seven of 
these stores an employee of six months' service or more, 
in an emergency, may secure a loan without interest to 
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meet certain essential debts contracted as a result of sud-
den or prolonged illness or other unexpected circumstances. 
TI~e stores require that these obligations be confined to 
payments for medical supplies, hospitalization, rent, mort-
gag,e instalments, overdue taxe:;3'-• etc. In cases of this sort~ 
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amounts up to ~200 may be borrowed and payments are deducted 
from the employee's wages, such deductions being spread over 
a period of six months. 
In these same stores if an employee who is pur-
chasing a house requires additional money from an outside 
source to make a cash payment, he may borrow up to ~300 
without interest. A loan of this type must be repaid within 
a year, payments being deducted from the borrower's wages. 
Provision for employees of less than six months' 
service who need additional funds because of sudden illness 
in the family is made py permitting them to borrow up to 
~50 without interest, this amount being repayable through 
weekly wage deductions. 
The other two stores which have published their 
regulations regarding loans to employees require that the 
loan be made for essential purposes only and define essential 
purposes as personal or family illness, payment of taxes, 
and mortgage instalments. Security for the loan must be 
provided--a balance in the store's savings plan is accepted 
as security--and interest is ch~rged at the same rate as 
that charged by the banks. No mention is made in the 
handbook regarding the retirement of the loan. 
In the remaining six stores having a definite 
policy regarding loans and advances, the rules are not made 
known to the employees until an individual applies at the office 
for a loan or an advance but the officials stated that a 
definite policy does exist. 
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The eleven stores which do not have a definite 
policy in the matter or loans and advances deal with cases 
individually. Most of the off icials or these stores passed 
over the question lightly intimating that they do not en-
courage the practice but if an employee needs an advance 
once in a while she may usually get it by going down to the 
pay office and requesting it. However, the amount obtained 
in most cases is limited to the amount of her salary earned 
up to date. The officials of the three stores not allowing 
loans or advances do not feel t h at their employees suffer 
as a result of t h eir policy. 
The general feeling among personnel officiam 
permitting loans and/or advances is that the principal 
purpose or a store's lending money to employees is to keep 
t h em from being victimized by loan sharks, and to save 
bot h the employee and t he store t he disagreeable consequence 
or high pressure collection methods and garnishment of 
salaries. All officials stressed that habitual borrowing 
is not permitted. 
Education ~ Recreation 
Libraries 
Eight or the department stores visited have 
libraries for the use of their employees. With the ex-
ception of one, these libraries are simple affairs con-
fined to books and trade publications which employees can 
consult freely as an aid to training, and as a means of 
self-education. Most of the libraries are organized in 
an informal manner with the book sh elves being located in 
the office of the personnel director. The selection a nd 
purchase of books is the responsibility of the personnel 
director but any interested employee is permitted to make 
sugge stions regarding new books. 
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In one store in addition to the small collection 
of trade publications there is a circulating library in the 
book department and employees may borr ow any books desired 
at a reduced rate. One department store has a conventional 
library solely for the use of the employees. In it all the 
latest books are stocked and they may be borr owed for a 
very slight charge. 
Social Activities 
The survey showed tha t social activit i es in the 
department stores visited are of t wo types: 
1. Events sponsored and financed by manag ement 
2. Activities conducte d by the employees them-
selves, in which management plays 
only a cooperative role. 
Both types of activities were found in many of 
the stores. Six stores have no f orm of' social activity 
among the employees. Once or twice a year management of' 
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the other twenty-three stores sponsors a store entertainment 
such as a picnic or a Christmas party and this is usually the 
e,xtent of management's efforts in this regard. Almost all 
of the twenty-three stores have one bowling team at least, 
and in the larger stores there a re te-ams enough to warrant 
the forming of a house league. It should be noted that in 
this part of Canada bowling seems to be a universal sport 
among department store employees. Choral clubs are another 
popular form of employee-sponsored social activities. Dur-
ing World War II, various clubs were organized among depart-
ment store workers in this area to provide comforts for col-
leagues who had joined the arme d services, but these are no 
longer in existence. 
Only two of the larger department stores have an 
extensive recreational program for employees. Both of these 
provide facilities for bowling, swimming, gymnasium, badmin-
ton, soft ball, skiing, sewing, effective speaking and other 
pastimes, and in addition they have arranged for special rates 
for any employees who wish to join the local Ye M. C. A. 
Store Newspaper 
The store newspaper is of greatest use in stores 
which are too large for top management to be in direct 
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contact with all employees. Only two department stores in 
Eastern Canada have store newspapers produced for one store. 
Employees of eight other department stores receive the com-
pany magazine sent from head office. 
Top ics usually dealt with in the two store news-
p apers are: announcements of manag ement policy, a~nounce­
ments of plans for sales, store changes, news about acti vities 
of individual employees, current merch andise information, an-
. nouncement of contests; and any oth er subjects which mi ght be 
interesting to a large proportion of the readers. 
Store newspapers may be published at varying in-
tervals depending on the conditions within the store. The 
two mentioned above are distributed monthly. 
The consensus of opinion on store newspapers in 
this area as expressed by the personnel executives is that 
they do not have a place in personnel manag ement in depart-
ment stores because t h ey are not worth the time and eff ort 
put into them. 
Other Benefits 
Two of the largest department stores included 
in this survey provide benefits for their employees in 
addition to ~~ose listed above. For instance, one store 
has an employee cafeteria where meals are served to em-
ployees only, at very low rates. The sruae store has a 
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girls' camp on a lake near a holiday resort Wh ere the g irls 
may spend holidays and weekends. The camp is open from June 
to September and the rates are reasonable. 
The other store has a convalescent home for its 
employees. Here, workers recovering from illness or other-
wise requiring rest to r e store health are sent, free of 
charge, and receive full pay during the time spent at the 
home. 
C H A P T E R V I I I 
EMPLOYEE REPRESENTATION PLANS 
Every department store should have some method 
by which employees may approach management for the pur-
pose of giving suggestions and helpful criticism on the 
running of the business and to inform management of any 
employee problems or grievances. The system need not be 
complicated . The smaller department stores require no 
formal organization if the top executive demonstrates 
to employees that he is always available to dis·cuss any 
matters of mutual concern. In department stores in 
Eastern Canada where the employees do not seek out this 
executive spontaneously, it is the practice of personnel 
officials to call an occasional informal meeting at which 
employees are free to bring up any subject on wh ich they 
want management,s cooperation. The success of these meet-
ings depends on the ability of the executive to draw his 
employees into a discussion of their ideas. The larger 
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department stores use a more carefully worked out plan 
of employee representation in the maki.ng of suggestions, 
presentation of grievances, and adjustment of personnel 
policies. 
Suggestion Plans 
The purpose of an employees' suggestion system 
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is to attempt to gain from the employees frank and construe-
tive suggestions as to improvements of all kinds that would 
strengthen morale and loyalty and increase productive ef-
ficiency within the organization. (1) 
Suggestion plans in department stores in Eastern 
Canada have met with varying degrees · of. success, with some 
having been abandoned because of apparent failure. The 
principal cause of failure in the plans which have not met 
with success or which have gradually lost the employees' 
support was given as indifference on the part of the em-
ployees. Actually, this indifference might be traced to 
one or more of the following conditions: 
1. L~ck of interest on the part of management 
2. Insufficient awards 
3. Delay in considering suggestions 
I 
Improperly planned routines. 
(1) Gates, A. B., "Suggestion Systems, 11 Handbook 
of business administration, New York and London: McGraw-
Hill Book Company, 1931, p. 1187. 
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Twenty-three department stores have a suggestion 
system. All of the six which do not have it at present have 
tried various types of suggestion plans without much suc-
cess and have abandoned them because of employee indiffer-
ence. 
Officials of stores which have a plan for handl-
ing employee suggestions were, for the most part, enthusi-
astic about its benefits although a few displayed a lack 
of interest in the whole matter. It is the op inion of the 
department store officials sponsoring suggestion plans ~hat 
desirable suggestions deal with such topics as: 
1. Improving sales methods 
2. Improving service to, and relations with, 
customers 
3. Improving public relations 
4. Improving office methods and systems 
5. Improving health and working conditions 
of employees 
6. Eliminating unnecessary work 
7. Reducing costs 
8. Preventing waste 
Many suggestion plans are unsuccessful because 
of poorly handled routines. In those department stores 
which report favorably on their suggestion plans, it was 
found that the following conditions exist: 
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1. 1bere is a definite basis of award 
2. One person has been appointed to l ook after 
the details and to insure prompt action 
Awards 
3. There is a suggestion committee made up of 
representatives of each department 
and, where the size of the store war-
rants it, there are sub-committees of 
this suggestion committee. 
4. There is a definite procedure for receiving, 
acting on, and making awards for use-
ful ~mgge stions 
5. There is a definite routine for the disposal 
of unaccepted ideas 
6. There is provision for giving credit to sug-
gesters whose ideas although once re-
jected are later put to use 
7. There is provision for keeping the valuation 
of suggestions as uniform as possible. 
Most of the department stores find that cash 
awards are desirable. In some stores a uniform award is 
made for all accepted suggestions while in others awards 
are made in proportion to the value of the suggestion. Two 
of the stores make additional awards to the individual offer-
ing the greatest number of accepted suggestions in a given 
period, and the same two give awards for the best, second 
best, and third best suggestions in a given period. 
Secretary in Charge of Suggestions 
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The person appointed to be in charge of the neces-
sary routine to insure prompt action on the disposition of all 
suggestions submitted is usually a staff employee who can 
handle this work without interfering with other company 
routine. 
Procedure 
Three of the department stores, all of them with 
less than 175 employees, use store-wide meetings as a means 
of securing suggestions. The other twenty use suggestion 
boxes. Some of the stores locate the suggestion boxes, 
suggestion bla~ks, and full instructions on the operation 
of the system at several convenient places throughout the 
store; others place the forms and the boxes in which to put 
them in the time office. A few of the stores have the forms 
numbered and provided with d e tachable stubs on which the 
number of the form is duplicated so that the identity of 
the suggester is concealed. However, in most of the stores, 
suggestions are signed, and in seven of the stores it is 
the policy to acknowledge by a letter of thanks all signed 
suggestions whether they are accepted or not. 
The secretary, or person responsible for looking 
after the details of the plan, upon receiving the suggestion, 
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makes out extra copies of the suggestion for the files and 
for the members of the suggestion committee and sends a copy 
to the committee member who represents the department having 
jurisdiction over the work to which the suggestion refers. 
After the suggestion has been considered by the committee 
member and his sub-committee, where there is one, it is 
returned to the secretary with recommendations regarding 
kind and amount of award. The secretary presents it to 
the whole suggestion committee at the next regular meeting 
of the group. The sugge·stion committee may accept the 
recommendations, may increase the recommended award, or 
may return the suggestion to the sub-committee for further 
consideration. 
Immediately following each meeting of the sug-
gestion committee, the secretary prepares a list of sug-
gestions on which a decision has been reached and posts 
it on the bulletin boards, together with the amount of 
the award given for each. Originators of the accepted 
suggestions are identified by the number on the sugg estion 
blank or by name and department. Vfuere there is a store 
newspaper, the list is also publ ished in it. 
Unaccepted Ideas 
Unaccepted ideas should be indexed and filed for 
future reference. There is the possibility of an unaccepted 
suggestion being adopted later either after further considera-
tion or upon subsequent suggestion by anoth er person. Care 
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must be taken to make sure that the original suggester re-
ceives credit for an accepted suggestion. Most of the 
stores visited destroy suggestions which are not accepted 
immediately or which are not laid aside for future con-
sideration. This does not seem wise since it does not 
protect the first suggester and may lead to dissatisfaction 
among the employees. 
Presentation of Grievances 
and 
Adjustment of Personnel Policies 
There are three broad classifications of em-
ployee representation. These are: 
1. Individual representation, whereby the in-
dividual employee represents himself, 
and himself only, in all matters of 
employment relations 
2. The company-union type of representation 
under which the employees of an or-
ganization form their ovm represen-
tative agency for the handling of all 
problems that arise in employer-employee 
relationships 
3. Recognized trade or industrial unions. This 
type of representation requires the 
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holding of conferences between the 
store's representatives and t h e official 
spokesmen of the union ·who are empowered 
to represent the employees in negotiations 
and collective bargaining. (1) 
The terms, "employee representation", "grievances", 
11unionsn, and "collective bargaining" are looked on with 
great disfavor by the department store officials inter-
viewed and their mention almost spelled disaster for this 
whole project. 
The handbooks and information notices of most 
of th e stores make no mention of the handling of griev-
ances, in others only passing reference is made to this 
top ic. To cite an example, one handbook, which is dis-
tributed to the employees of seven company stores, carries 
this rather vague notice: 
"Staff Relations. The management is most 
anxious that each employee who 
wishes to discuss any personal 
difficulty relating to the 
store or home, should make an 
appointment for an interview in 
the Staff Relations Office." 
In another handbook, distributed among the per-
sonnel of two company stores located in this area, the 
matter is faced more re~listically and an entire page of 
the manual is devoted to the subject as follows: 
(1) Watkins, G. S. and P. A. Dodd, The management 
of labor relations, New York and London: McGraw-Hill Book 
Company, Inc., 1938, pp. 679-681. 
"What'~ On Your Mind? 
Certainly people have grievances here. 
At some time or other you may have one. 
Well, here is an invitation to get it 
off your chest. 
Ordinarily, the first thing 
to do is to take it up with your Sec-
tion Head to see if he can't straighten 
it out himself, or take it to someone 
who can. 
But perhaps you feel the 
Section Head won't understand. Re-
member, of course, if you don't tell 
him your problems h e won't have much 
chance to understand. However, that 
may be, if you wish, you may take the 
matter to your department manager or 
his assistant. 
Sometimes your difficulty 
may be such that you do not feel able 
to discuss it with any one in the de-
partment. The people in the Training 
or Employment Departments will lend 
you a sympathetic ear and will en-
deavour to help you. 
If you have not obtained 
satisfaction by the means outlined 
above, you may take the matter to 
the Store Superintendent, the Mail 
Order Operating Manager, or the 
Branch Manager. 11 (Here an asterisk 
refers to a footnote in which in-
structions are given as to which 
official should be se en depending 
upon the location of the store.) 
"Instead of burdening 
your fellow employees with your 
grievances, why not take them to 
some one who can do something about 
them. 11 
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All of the store officials favor the first classi-
fication of employee representation given on page .l43, namely, 
individual representation, and except in the five stores where 
union contracts are in force, all grievances are settled in 
this manner. Various executives are charged with the respon-
sibility of settling grievances as shown by the table below: 
Grievances settled Q! 
Manager 
Controller 
Department supervisor 
Department manager 
Personnel director 
Store superintendent 
Interview at staff relations 
office or begin with section 
head and continue up the line 
to the general manager 
Start with immediate superior 
and go on up the line to the 
president of the company 
Start with immediate superior 
and go on up the line to the 
store superintendent 
Store superintendent with 
right of appeal to the 
president of the company 
Department supervisor all 
departments except one where 
grievances are settled by a 
committee of employees 
A committee of employees 
Total 
No. of stores 
3 
1 
1 
3 
10 
1 
1 
1 
2 
1 
1 
_1_ 
29 
Unioniza tion and Collective Bargaining 
In department stores, in common with other com-
mercial and industrial organizations, management and the 
employees have their respective rights. 
Management's rights are: 
1. To hire, assign, rate, promote, demote, 
transfer, discipline, and dismiss 
employees 
2. To set standards for the performance of 
work 
3. To secure efficiency, economy, honesty, 
and loyalty from employees. {1) 
The employee has a right to: 
1. A wage that is fair in view of all essential 
factors involved 
2. Proper physical working conditions 
3. Protection against emergencies that inter-
fere with earning power, such as sick-
ness, accident, dismissal, old age, or 
death 
4. Adequate training for her job and a chance 
to study for promotion 
(1) Hill, Lee H. and Charles R. Hook, Jr., 
Management at the bargaining table, New York and London: 
McGraw-Hill Bool{ Company, Inc., 1945, PP• 56-136. 
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5. Sympathetic supervision 
6. Recognition of merit 
.7. Preference over outsiders for promotion, 
other things being equal 
8. Reasonable notice and hearing before dis-
missal. (1) 
When an employee's rights are threatened or she 
thinks they are about to be threatened, she is ready to 
respond to the appeal of the union organizer. At that 
point sh e feels that if she and her co-workers were 
unionized, her job security would be increased since the 
department store manager would no longer be able to dis-
charge employees because of personal dislike due to the 
fact that the union will require that all discharges be 
handled by an employment committee, who have an obligation 
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to give full consideration to the rights of the employees. (2) 
"Unionism is founded upon the 
belief of employees that in order to se-
cure certain wages and working conditions 
they must place themselves in an economic 
position sufficiently strong to secure 
such conditions through the complete 
withdrawal of their work if necessary." (3) 
(1) Ibid, pp. 140-178. 
(2) Walters, R. G., J. W. Wingate, and E. J. Rowse, 
Retail merchandising, Cincinnati: South-western Publishing 
Company, 1943, p. 467. 
(3) Silcox, F. A. "Collective bargaining with 
unions", Handbook of business administration, New York 
and London: McGraw-Hill Book Company, Inc., 1931, p. 1422. 
It would follow then that as long as management 
respects employees' rights providing the required wages 
and working conditions, it can avoid unionization. This 
is the aim of department store officials in Eastern Canada 
and their efforts to forestall unionization of employees 
have been successful, for the . most part. 
Only in the province of Quebec are there any 
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union contracts in force. It should be noted here, however, 
that there are locals of two international unions for retail 
salespeople in Canada but neither of these has a local in 
the region under consideration. One of the unions is 
the Store Union, Retail, ~holesale and Departmental 
(C. C. L.--c. I. O.) which has forty-five locals in 
cities and towns \vest of Ottawa with a total membership 
of 10,000. The other is the Retail Clerks' International 
Association, (T. L. C.--A. F. L.) with ten local branch es 
and 1,000 members in Canada. There is a local of this 
union in Montreal but none of the department stores visited 
aas contracts with it. (1) 
Five department stores in the province of Quebec 
have union contracts, of thes.e three have contracts cover-
ing all employees and the other two have contracts for 
(1) Thirty-seventh annual report Qg labour ~­
ganization in Canada, Ottawa: Department of Labour, 1947, 
pp. 48, 50, 85, and 86; letter from A. MacNamara, Deputy 
Minister of Labour, Ottawa, February 10, 1949. 
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certain workers only. The names of unions with which con-
tracts have been signed are considered highly confidential 
by the officials interviewed but it was disclosed that in 
the two stores where only certain workers are unionized 
stationery engineers, fur workers, carpenters, and plumbers 
belong to their respective unions. In the three stores 
where all employees are unionized they all come under the 
same union, Syndicat Catholigue des employes de magasins 
de Quebec, Inc., which is a local union having no affiliation 
with national or international bodies. 
Copies of the Collective Agreement Act of the De-
partment of Labour, Province of Quebec, have been very kindly 
provided by the Deputy Minister of Labour for the Province 
of Quebec and one may be found in Appendix D. 
The collective labour a greements are obligatory 
for the employers and employees of t h e commercial estab-
lis~~ents concerned according to the Collective Agreement 
Act of 1940 and cover such topics as jurisdiction, both 
professional and territorial; definition of terms used to 
designate various employees; duration of labour; rates of 
wages; payment of wages; and the duration of the decree. 
In the province of Quebec such collective labour 
agreements are in force for all retail stores in Farnham, 
Chicoutimi, a nd the Cit¥ of Quebec, but there are no 
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department stores in Farnham and Chicoutimi. (1) 
Vfuile unions are effective in fighting for em-
ployees' rights, often the union is not easily satisfied. 
It is not content with reasonable wages, hours, and work-
ing conditions but feels that it must justify its existence 
by constantly demanding more and frequently it t ries to 
strengthen its position by intruding on management's func-
tions. (2) Collective bargaining comes about as the re-
sult of a situation and is not the cause of it. (3) De-
partment store off icials in Eastern Canada have been sue-
cessful ln warding it off by anticipating and exceeding 
employe e wants in working conditions, wages, and job 
security. 
(1) Mimeographed list of department stores in 
Canada issued by Dominion Bureau of Statistics, Merchandis-
ing and Services Statistics. 
(2) Hill, Lee H. and Charles R. Hook, Jr., 
Management at the bargaining table, New York and London: 
McGraw-Hill Book Company, Inc., 1945, P• 146. 
(3) Ibid, p. 147. 
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C H A P T E R I X 
SUMMARY AND CONCLUSIONS 
Summary of Personnel Policies 
In Department Stores in Eastern Canada 
Most of the data used in this report were gathered 
by interviewing personally the officials in charge of person-
nel management in twenty-nine department stores located in 
Campbellton, Moncton, Saint John, Glace Bay, Halifax, New 
Waterford, Sydney, Charlottetown, Summerside, Montreal and 
Quebec City. These cities and towns are located in the 
provinces of New Brunswick, Nova Scotia, Prince Edward Is-
land, and Quebec. Department stores in Newfoundland are not 
included because, at this writing, Newfoundland has not been 
admitted to the Dominion of Canada. 
Sixty-five and one-half per cent of the department 
stores included in this survey are independents. Of the re-
maining thirty-four and one-half per cent, twenty-five per 
cent are chain stores and nine and one-half per cent are 
large independent stores with many branches located in 
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various towns and cities throughout Canada. None of the de-
partment stores belongs to an ownership group. 
A classification of these srune stores according to 
type of merchandise sold instead of by ownership, as h as been 
done above, shows that slightly more than fif'ty per cent a r e 
of' t h e medium-high and lower-priced variety, twenty-eight per 
cent are medium-high and h igh-priced, f'if'teen per cent are 
medium-high, high, and lower-prieed, while stores selling 
medium-priced merchandise only make up about t h ree and one-
half per cent and t h e s ame percentage holds :for stores sell-
ing lower-priced merchandise only. 
The practice of leasing departments is not as com-
mon in department stores in this p a rt of Canada a s it is in 
department stores generally. Twenty per cent of t h e depart-
ment stores in t h is area lease one or more departments to 
outside interests while .t h e es t ima ted :figure for other sec-
tions is thirty per cent. ~~e personnel of t wo-th irds of 
thes e leased departments come u nder the sup ervision o f' the 
off icial in ch arg e of t he p e rsonnel of the store; in the re-
ma ining t h ird the lessee or h is a g ent h as complet e char g e of 
t h e members of his department. 
Bargain basements, variously knov<m as "basement 
stores 11 , "dO\!Vnstairs s t ores 11 , and "lower-price s t ores 11 
are operated in t wenty-four p er cent of' t h e department 
stores visi t ed with t he personnel of all of t h ese d epartments 
154 
coming under the supervision of the official in charge of 
the personnel of the rest of the store. No figures are 
available immediately on the general trend in the operation 
of basement departments in department stores. 
General Personnel Procedures 
Centralizing personnel functions under one depart-
ment is fairly general in the department stores visited. 
Twenty-one of t he twenty-nine department stores follow this 
plan. However, the titl e s of the official s in charge of 
this department vary greatly and indicate that in twelve 
of the stores, at least, t h ese executives have other duties 
besides responsibility for the proper functioning o f per-
sonnel policies. Such officers as t h e manager, department 
supervisor, store superintendent, controller, merch andise 
manager, and supervisor of staff relations obviously com-
bine personnel duties with other tasks. 
Employment 
Sources of Labour Supply. Unsolicited applications, 
sch ools and colleges, federal and provincial employment 
agencies, newspaper advertisements, and other employees make 
up the sources from which employees of the department stores 
in Eastern Canada are obtained. The larger department stores 
consider unsolicited applications t heir best source of labour 
supply, the smaller stores depend on the schools and the 
federal government-sponsored National Employment Service 
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for additions to their staffs. Other employees and newspaper 
advertising are looked upon as unsatisfactory media b y many 
of the department store officials but they use them neverthe-
less. 
Every department store except one keeps a resource 
:file of prospective employees and all who use this device find 
it valuable. 
Large department stores only use formal requisitions 
to notify the employment off ice that additional help is re-
quired. Sixty per cent of the department stores visited de-
pend on personal observation of managers and department super-
visors to give warning that extra employees are needed. 
Selection ~ placement. All department stores 
called upon use personal interviews as a means of 'Selecting 
prospective employees and all investigate references given 
by applicants. Application blanks are used by twenty-six 
of the stores, the three stores not using these are among 
the smallest department stores visited. 
Employment tests to determine ability to converse 
in both English and French are given to prospective employees 
of department stores in Montreal and Quebec City. In these 
cities the trend is toward testing proficiency in arithmetic 
as well and arithmetic tests are also given in some of the 
larger department stores in the Maritime Provinces. Physi-
cal examinations before hiring are required of all employees 
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in seven department stores and three other stores require that 
roodhandlers have physical examinations before being taken on 
starr. 
The final decision to hire an applicant rests with 
a variety or officials of department stores in Eastern Canada. 
In eight stores the personne~ director has the final say, in 
six stores the personnel director consults with the department 
head concerned and in another store a placement manager does 
the hiring. In the remaining fourteen stores this duty is 
given to the manager, the department sup ervisor, the depart-
ment manager, or t h e s t ore superintendent. 
Job Analysis and Job Specification. Department 
stores in Eastern Canada have been slow about seeing t h e 
need for job analysis and job specification. Only four of 
the stores visited have both job analysis and job specifi-
cation. Two stores are in the process of making job analy-
ses and job specifications, and one other store has already 
completed work on job analyses and is now in the process of 
lay ing down job specifications. For the most part, the per-
sonnel officials of the department stores rely on their ovrn 
memory and imagination in carrying on this important part of 
personnel manag ement. 
Training 
Types or Training. Both initial training and con-
tinuous training are used in department stores in this area. 
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Initial training may be given by the training director under 
what is kno\vn as the centralized plan of training, or it may 
be provided under a decentralized plan when such officials 
as the training director, the department supervisor, and the 
sponsor cooperate in training the new employee. Handbooks, 
mimeographed sheets of instruction, or printed cards are dis-
tributed to new employees in twenty-seven of the department 
stores to supplement the initial training. 
Continuous training is provided through such media 
as store-wide meetings, group meetings, departmental meetings, 
individual interviews, and word-of-mouth when such materials 
as films, store bulletins, merchandise manuals, periodicals, 
clippings, and textbooks are used. Only two of t he stores 
visited do not provide some form of continuous training for 
their salespeople. 
Employee Induction. Eighty-three per cent of the 
department stores have a definite plan for introducing the 
new employee to her job, to the other employees, and to her 
department head. The remainder do not even send along a note 
of introduction with the new girl when they assign her to her 
department. 
Transfers and Promotion Plans. Transfers have 
three uses: to take full advantag e of an employee's capa-
bilities, to avoid discharging an employee by changing her 
to a job to which she seems better suited, and to stabilize 
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employment. More than hal~ o~ the department stores in 
Eastern Canada do not have a de~inite policy of trans~er 
gnd promotion. Wherever possible it is the policy o~ de-
partment stores to make promotions ~rom within but lack o~ 
trained and interested people among the employees hinder 
o~~icials in carrying out this plan. When promotions are 
made ~rom within the organization, ability to per~orm the 
work is the deciding ~actor in twenty-two o~ the stores. 
In five of the stares seniority coupled with ability to 
do the work make up the basis o~ decision. In the two re-
maining stores various ~actors are taken into consideration 
when choosing the individual to be promotedj one store pro-
motes only on seniority, and the other combines training, 
seniority, and ability to do the work. 
Dismissals. Policies di~fer concerning the ex-
tent of control of the personnel division over dismissals 
and various o~~icials are given the responsibility o~ 
actually discharging employees. The personnel director 
alone, and the personnel director in cooperation with the 
department supervisor concerned per~orms this taks in thir-
teen of the department stores. In the other stores suCh 
executives as the owner, the store superintendent, the con-
troller, the depa,rtment supervisor, and the department 
manager have charge o~ dismissals. 
All the department stores except one give exit 
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interviews to employees at the termination of their services 
and twenty-three stores make provision for di~issal wages. 
A written record of the cause of disn1issal is kept by twenty-
one of the stores, and one other store is planning on intro-
ducing this policy. The remaining seven depend on the memory 
of the dismissing official should dismissals later be ques-
tioned. 
Hours and Wages 
Hours. The work-week for department store employees 
in Eastern Canada varies greatly in length, ranging from 
thirty-eight and one-half hours to fifty-two hours. Em-
ployees of twenty stores work forty-four hours or less a 
week. Less than half of the stores make provision for rest 
periods for all employees. 
Absences. Twenty-five stores allow sick leave 
with pay to all employees and three others give sick leave 
with pay in some cases. Varying an1ounts of time are al-
lowed for sicl{ leave extending from six days per year to 
the duration of the illness. Other reasons for which em-
ployees may be absent without loss of pay include their 
o¥fn wedding s, weddings of relatives and friends, death in 
the immediate family, funeral of relatives not in the lm-
mediate family, and jury duty. In department stores located 
in smaller centers employees are permitted to absent them-
selves from work without suffering loss of pay for almost 
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any reason provided it is approved by the individual in char~ 
of' attendance. 
Wages and Wage Payment Methods. Minimum wage laws 
for workers in retail stores are in force in New Brunswick 
and in Quebec but information on actual wages paid by in-
dividual stores cou ld not be obtained. However, in New 
Brunswick the minimum wage for female workers in retail 
stores is ~14.40 for a week of forty-eight hours or less. 
The minimum wage for inexperienced salesgirls in Quebec is 
~13.00 and for inexperienced salesmen the rate is ~14.00 
for a forty-eight hour week. Full particulars regarding 
these rulings may be found in Appendices B, C, and D. 
Eighteen stores in the group have a def'ini te vmge-
scale policy, that is, an established minimum and maximum 
for each job in the store. Vi'age payment methods used by 
t h e department stores visited include straigh t salary, s~lary 
plus commission, quota bonus, and straight commission or com-
binations of these four. Special incentives such as contests 
and P. M.'s are also used in about sixty per cent of the 
stores. 
Personnel Control. 
Wi th the exception of the employee production 
records kept by t wenty-six of' the stores, the maintenance 
of personnel records is not common practice in department 
stores in this part of Canada. Sixteen stores have shopping 
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reports prepared, fourteen stores m~ke ratings of all em-
ployees at regular intervals, and fifteen stores conduct re-
views of all employees regularly. 
Employee Service Activities 
Health services, vacations, benefit and insurance 
plans, savings and loans plans, employee sh opp ing privileges, 
and education and recreation all come under the heading of 
employee service activities~ 
Health Services • . Twenty-five department stores in 
the group make some provision for looking after the health of 
employees and customers. Some stores have physicians and 
nurses in constant attendance, others have nurses on duty 
full- or part-time, the remainder have individuals on their 
staffs who are trained in first aid. Requiring all employees 
to undergo a physical examination once a year is the custom 
in only two stores, and in three other stores certain em-
ployees are obliged to have an annual physical examination; 
however, opportunities to have chest X-rays at regular in-
tervals are given employees of twenty-four stores. 
Vacations. Twenty-eight department stores in the 
group provide annual vacations with pay. In the remaining 
store the employees are paid on a straight commission basis 
and while they are permitted to draw their regular drawing 
allowance before going on v a ·cation, commissions are effected 
adversely for a short period immediately following the vaca-
tion. 
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Benefit and Insurance Plans. These include saving s 
, 
plans, Canada saving s bond payroll deduction, pension plans, 
hospitalization and health insurance, and life insurance. 
Interesting types of savings plans are made available to em-
ployees of t h e larger department stores. Pension plans are 
p~ovided in sixteen of' the department stores with contributions 
to the pension fund being made solely by the store in some 
cases and being shared by the store and t h e e mployees in 
other ins t ances. In some of the stores where pension plans 
are not in force, provision is made for the paying of retire-
ment wa ges to certain deserving persons. Four stores h ave 
a health insurance plan and employ ees of t wenty-th ree stores 
are members of the Blue Cross Plan. Some stores pay t h e 
entire premium for h ealth insurance and t h e Blue Cross Plan, 
others share t h e paying of premiums with the employ e e s. In 
the majority o f the stores wh ere the Blue Cross Plan has been 
introduced , t h e employ ees pay t he entire fe e . Group li f e in-
surance is available for t h e employees of six teen of the stores, 
and in three others truck dri v ers only are insured. The pre-
miums for the policies for truck drivers are pa id entirely by 
the stores. In the stores having group life insurance plans, 
one store pays t h e entire premium, thirteen stores sh are t h e 
payment of t p e premiums with the employees, and in t wo stores 
t h e employees pay t he whole premium. 
:Employee Shopping Privileges. Twenty-eight of the 
department stores visited allow their employees time o~~ 
~rom the department to shop within the store. Discounts 
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of from ten to twenty per cent are given employees on pur-
ch ases made in t h e store. Various regulations are made con-
cerning hours for shopp ing, the taking of purchases ~rom the 
store, and payment for purchases. 
Borrowing ~ Employees. Eighteen stores have a 
definite policy regarding loans and advances while the re-
maining eleven have no policy and treat requests ~or loans 
and advances individu ally as t h ey are made. Of t h e e i ~~teen 
stores having a policy, three stores do not allow loans and 
advances under any circumstances~ ten stores allow loans but 
do not allow advances, and five stores allow both loans and 
advances. vYhere loans are made, some stores require col-
lateral security · and charge interest, an d oth ers do not 
ch arge interest nor do t h ey ask for security. Almost all 
of. th e stores permitting loans h ave laid down definite rules 
regar ding t h e paying back of the loan. 
Education and Recreation. Libraries, store news-
papers, and social activities come under t h is heading. Only 
t wo stores have a store newspaper and employees of eight stores 
h ave access to some type of store library but the social 
activities picture is brigp ter. ~venty-three department 
stores provide recreational programs for t h eir employees. 
These progrlli~S rang e from one store party a year to t h e 
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extensive recreational undertakings of tv10 of the larg er stores 
which include t h e provision of facilities for bowling, swimming, 
gymnasium, badminton, soft ball, skiing, sewing, eff ective 
speaking, and other pastimes. 
Employee Representation Plans 
Suggestion Plans. Twenty-three of the department 
stores visited have some meth od of handling suggestions. 
Three of t he stores use store-wide meetings as a means of 
securing sugg estions but each of these has less than 175 
employees. In the other twenty stores suggestion boxes are 
used and great care is taken in dealing with t h e ru:tggestions 
received so t hat t h e employees may know that management 
values t heir recommendations. 
Presentation of Grievances and Adjustment of 
Personnel Policies. Personnel officials of d epartment 
stores in Eastern Canada prefer to deal with individuals 
rather t han with committees when handling employee griev-
ances and making requested adjustments in policies, and ex-
cept in the five stores where union contracts are in .force, 
all grievances are settled in this manner. Various ex ecutives 
in the different stores are ch arged with the responsibility 
of settling grievances including the manager, controller, de-
partment supervisor, dep artment manager, personnel director, 
and store superintendent. 
Unionization and Collective ~argaining. Department 
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stores having union contracts were found only in the province 
of Quebec. In this province five department stores have union 
contracts. Of these stores t h ree have contracts which cover 
all employees, and two have contracts for certain workers only, 
such as stationery engineers, fur workers, carpenters, and 
plumbers, all of whom belong to their respective unions. 
Conclusions and Recommendations 
There is room for considerable improvement in per-
sonnel management in department stores in Eastern Canada, and 
nobody admits this more quickly than the personnel officials 
t hem selves. Except in the very large stores where well-
organized personnel departments are in operation, the execu-
tives in ch arge of personnel acknowledged that their methods 
leave much to be desired and placed the bl·ame for this state 
of affairs on the fact that they had no training in personnel 
work and had not been able to hire anybody (at the salary they 
are willing to pay) to look after this all-important phase 
of department store manag ement for them·. 
It should be noted, however, that the employin'g of 
a trained full-time personnel manager would not be t h e remedy 
in every case because some of the department stores are small 
and are located in small, unpretentious towns whose residents 
would never be sympathe tic to scientific management if it were 
thrust on them too openly and by a newcomer. One of the stores 
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visited is an example of this. Three years ago, the store 
was completely renovated and several highly trai ned executives 
were imported from Montreal and Toronto. The old customers 
showed their disapproval of all this by taking their business 
elsewhere and are just now returning. The owner estimates 
that it will be two years more before all of the old customers 
return. For department stores in towns of this type then, 
the solution is to provide training in personnel work for 
those already in charge of this department. 
Disregarding the fact that the hiring of a trained 
personnel manager would be the solution in many cases, the 
following recommendations are offered for the improvement of 
the present personnel programs: 
General Personnel Policies: 
1. Personnel functions should be centralized 
under one department in all department 
stores. In too many stores management 
of personnel is a hit-or-miss proposi-
tion with the individual in charge of 
the department required to combine this 
work with the duties for which he was 
originally hired. 
Employment: 
2. All department stores should use application 
blanks as part of the procedure in 
• 
selecting employees. 
3. Employment tests should be introduced to 
cut down on the number of employees 
who have to be dismissed after a 
short trial because of failure to 
meet t h e standards in arithmetic or 
language. 
4. Physical examinations should be used more 
widely to protect oth er employees 
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and customers from communicable diseases 
and to reduce absenteeism caused by t h e 
poor health of new employees. 
5. Hiring of new employees sh ould be done by a 
person who has had some special train-
ing for this duty in order to minimize 
the number of dismissals cau sed by errors 
in selection. 
6. The use of requisition bla~~s would do a way 
with losses now being caused t h rough 
executives' forgetting to make arrange-
ments for the hiring of additional em-
ployees. 
7. Tne introduction of job analysis and job 
specification would lessen the errors 
made in hiring individuals who are un-
suited for certain jobs. 
Training: 
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s. Improved training of sales personnel will 
not take place until top management 
has improved its training technique 
and has learned how to attack the 
problem more scientifically. It is 
recommended that many of the ·officials 
now in charge of what passes for train-
ing, study new training methods and apply 
them. 
9. Vmere a plan for introducing new employees is 
not in operation, one should be adopted 
for the sake of preserving employee good-
will. 
10. In some of the smaller department stores the 
' Standards for employment are too low 
resulting in the hiring of individuals 
who are not worthy of promotion. A 
raising of these standards with added 
inducements in the form of salary in-
crements would result in the employing 
of more intelligent salespeople who 
would be capable of performing duties 
in more advanced positions. 
11. It is sound practice to have some official 
Hours and Wages: 
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other than the personnel director do 
the actual dismissing of an employee. 
However, it is recommended t h at the 
policy of keeping a written record of 
reason for dismissal be adopted in the 
seven department stores which now de-
pend on the memories of the dismissing 
officials. This plan would be a pro-
tective device both for the store and 
for the dismissed individual. 
12. The setting up of minimum wage and hour laws 
in provinces which do not now have them 
would be beneficial to the employees 
and to the stores because of the result-
ing increased efficiency and improved 
morale of the working force . brouf)lt 
about by the attraction of a better class 
of worker to retail selling jobs. 
13. The system of having definite rest periods 
for all employees should be used more 
widely. Rest periods pay dividends 
in increased efficiency and do away 
with salespeople leaving the department 
of their own accord and absenting them-
selves for long periods at a time. 
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Personnel Control: 
14. An increase in the types and number of per-
sonnel records kept by department stores 
in Eastern Canada is strongly recommended. 
Too much reliance is placed on the memories 
and judgment of executives who combine per-
sonnel work with other duties. A more 
widespread use of records in ratings and 
reviews is strongly urged. 
15. Ratings and reviews should be conducted regu-
larly in the stores which do not have 
· them at present. 
Employe e Service Activities: 
16. Annual physical examinations should be intro-
duced into additional department stores 
but in order to insure their success, an 
educational campaign stressing t h eir 
value to the employees themselves would 
have to precede their inauguration to 
break dmvn the present employ ee opposi-
tion to t h em. 
17. The introduction of a definite pension plan 
as one o f the more important employee 
services would be very influential in 
attracting a higher class of individual 
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to sales work and would result in im-
proved morale among present employees. 
Employee Representation Plans: 
18. In s t ores where suggestion systems have proved 
unsu~cessful, t h ey should be given another 
trial with greater attention being p a id 
to the procedure used in h andling them. 
There are many good points about personnel man-
agement as it is handled in the department stores in Eas-
tern Canada, although the numerous recommendations would 
indica te that the contrary is true. Many of the stores, 
th e smaller ones as well as the larger ones, have very 
satisfactory personnel relations as the results of the 
survey show. There is a tendency however, on the part of 
some of the personnel executives, to emphasize one aspect 
of personnel management and to treat the other phases 
lightly but every official interviewed seems on the alert 
for new ideas and welcomed the opportunity to discuss his 
various problems in an effort to find a solution to them. 
A P P E N D I X A 
Table A 
Table B 
Table C 
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TABLE A 
EASTERN CANADA DEPARTMENT STORES INCLUDED IN THE SURVEY 
New Brunswick 
Campbellton: 
Canadian Department Stores 
Moncton: 
The T. Eaton Co., Maritimes Limited 
Saint John: 
Calp' s 
F. W. Daniel and Co., Ltd. 
Manchester, Robertson, Allison, Ltd. 
Zellers (N. B.) Limited 
Nova Scotia 
Glace Bay: 
Halifax: 
Canadian Department Stores 
The T. Eaton Co., Maritimes Limited 
The Robert Simpson Eastern Limited 
Wood Bros., Co., Ltd. 
New Waterford: 
Canadian Department Stores 
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Table A (continued) 
Sydney: 
Canadian Department Stores 
Crowell's Ltd. 
McCurdy and Co., Limited 
Prince Edward Island 
Charlottetown: 
R. T. Holman Limited 
Summerside: 
Quebec 
Montreal: 
R. T. Holman Limited 
Smallman's 
Joseph Corbeil 
Dupuis Freres Ltee 
The T. Eaton Co., of Montreal Limited 
La Liberte 
L. N. Messier Ltee. 
Henry Morgan and Co., Ltd. 
Jas. A. Ogilvy's Ltd. 
The Robert Simpson Montreal Limited 
Syndicat St. Henri 
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' Table A (continued) 
Quebec City: 
La Cie Paquet Limitee 
J. B. Laliberte 
Syndicat de Quebec Ltee. 
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T A B L E B 
EASTERN CANADA DEPARTMENT STORES INCLUDED IN THE SURVEY 
AND NUMBER OF EMPLOYEES 
Name of Store ---~..;;...:;;...~ Number of Employees 
Calp' s 
Joseph Corbeil 
Crowell's Ltd. 
F. W. Daniel and Co., Ltd. 
Dupuis Freres Ltee. 
The T. Eaton Co., Maritimes Limited 
including the Canadian Depart-
ment Stores inCampbellton, 
Glace Bay, New Waterford, and 
Sydney, and The T. Eaton Co., 
Limited Halifax and Moncton 
stores 
The T. Eaton Co., of Montreal Limited 
R. T. Holman Limited 
including t h e Charlottetown 
and Sunnnerside s.tores 
La Cie Paquet Limitee 
La Liberte 
J. B. Laliberte 
Manchester, Robertson, Allison, Ltd. 
McCurdy and Co., Limited 
L. N. Messier Ltee 
Henry Morgan and Co., Ltd. 
95 
80 
50 
75 
1500 
2500 
5000--6500 
225 
650 
125 
170 
375 
95 
250 
2600 
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Table B (con tinued) 
Name of Store 
J a s. A. Ogilvy's Ltd. 
The Robert Simpson Eastern Limited 
The Robert Simpson Montreal Limited 
Smal lman's 
Syndicat de Quebec Ltee 
Syndicat St. Henri 
Wood Bros., Co., Ltd. 
Zellers (N. B.) Linli ted 
Number of Employees 
1000 
1200 
1300 
96 
350 
150 
200 
65 
177 
178 
T A B L E C 
PERSONNEL MANAGEMENT IN DEPARTMENT STORES IN EASTERN CANADA 
SURVEY 
General Personnel Procedures 
Are personnel functions centralized under 
one department? 
Vfuo is responsible for the proper function-
ing of personnel policies 
Manager 
Personnel director 
Department supervisor 
Store superintendent 
Controller 
Assistant personnel director LI:7 
Manager in cooperation 
with department super-
visor 
Merchandise manager and 
department heads 
Supervisor of staff re-
lations in cooperation 
with the personnel de-
partment and the oper-
ating department 
Vfuo has the final authority in hiring em-
ployees? 
Manager 
Personnel director 
Department supervisor 
Yes No 
General Personnel Procedures--continued 
vVho has the final authority in hiring em-
ployees? (continued) 
Department manager 
Placement manager 
Controller 
Store superintendent 
Manager in cooperation 
with department super-
visor 
Personnel director in 
cooperation with de-
partment head 
Are any departments within the store leased? 
Do personnel of leased departments come 
under supervision of the official in 
charge of personnel of the store? 
Is the store classified as 
Independent 
Chain 
Ownership group 
Larg'e independent with 
many branches 
Is the store classified as 
Medium-high priced LI:l 
Medium-high and high-priced L§:l 
Medium-high, high, and 
lower-priced Lf:7 
Medium-high and lower-priced LI§7 
Lower-priced Ll:7 
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Yes No 
General Personnel Procedures--continued 
Does the store have a bargain basement? 
Are personnel of bargain basement under 
the supervision of the official in charge 
of personnel of the store? 
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Yes No 
Employment 
Is a requisition bla~~ used when additional 
employees are required? 
Is a resource file of prospective employees 
kept? 
Are any of the following resources used to 
secure additional employees? 
Unsolicited applications 
Schools 
Agencies 
Newspaper advertising 
Other employees 
ill! 
f§B 
/24/ 
§] 
!X§! 
Does the store use any of the following 
procedures in the selection of applicants? 
Application blank 
Personal interview 
Employment tests 
Physical exmaination 
Entire staff 
Foodhandlers only 
Investigation of references 
Yes 
H~s an analysis been made of the various jobs 
in the store? ~ 
In p rocess 
Have specifications been laid do~m for the 
various selling and non-selling jobs 
throughout the store? 
In process 
181 
No 
Training 
Is the initial training g iven by 
Tra ining director 
Training director and de-
partment head 
Training director and 
sponsor 
Training director, spon-
sor, and department head 
Department hea d 
Department head and spon-
sor 
Sponsor 
Controller acting as train-
ing director in cooperation 
with department head 
Yes 
Is the new employee given a handbook or mimeo-
graphed sheet containing t he store rules, 
policies,and general information about the 
store? ~ 
Is provision made for continuous training 
of the salespeople? ~ 
Is continuous training carrie d on by 
Store-wide meetings 
Group meetings 
Departmental meeting s 
Individual interview 
Word-of'-mouth 
Do any of' the f'ollowing outside organizations 
cooperate in training employees? 
Public schools 
Other merchants 
Consumer groups 
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No 
i 
Training--continued 
Are any of the following training materials 
used? 
Store bulletins 
Merchandise manuals 
Periodicals and clippings 
Films 
Textbooks 
fFl 
!Xfl 
mJ 
@J 
Z%J 
Is there a definite plan for introducing 
the new employee to her job, to the other 
employees, and to her department head? 
Is there a definite policy of transfer and 
promotion? 
Is promotion based on 
Training LQ:7 
Seniority LI:7 
Ability to perform the work ~ 
Seniority and ability to 
perform the work ~ 
Training, seniority, and 
ability to perform the work Ll:7 
Who is in charge of dismissals 
Owner 
Manager 
Personnel director 
Personnel director in co-
operation with department 
supervisor 
Department supervisor 
Department manager 
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Yes No 
i 
Training--continued 
Who is in charge of dismissals--continued 
Store superintendent 
Controller 
Department manager subject 
to approval of employment 
office 
Yes 
Are exit interviews given to employe e s at the 
termination of their services? ~ 
Is provision made for dismissal wages? L!17 
Depending on reason L§:7 
Is a written record k ept o~ the cause of 
dismissal? mJ 
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No 
Hours and Wages 
How many hours are there in the work week? 
38 1/2 
40 
41 1/2 
42 
43 1/2 
44 
44 1/2 
45 
45 1/2 
44 women--47 men 
48 women--52 men 
52 
Is provision made for rest periods? 
Women--yes, men--no 
Are employees allowed sick leave? 
Women--no, men--yes 
Depending on seniority and 
importance 
Department heads and office 
workers only 
!r7 
fr7 
!JJ 
!XJ 
KJ 
KJ 
tr7 
!JJ 
!IJ 
LD 
[§J 
!XJ 
If sick leave is allowed, how much time is 
given? 
Cases dealt with individuallyLl!7 
Length of illness 
13 weeks 
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Yes No 
flY /14/ 
K7 
[§! [JJ 
!XJ 
Hours and Wages--continued 
If sick leave is allowed, how much time is 
given?--continued 
6 weeks ~ 
30 days LI:7 
3 weeks LI:7 
2 to 6 weeks L1:7 
Minimum 2 weeks but longer 
time may be given depend-
ing on length of service ~ 
6 days Ll:7 
Men--length of illness 
Women--none L1:7 
For what other reasons may employees be 
absent without loss of pay? 
Own wedding 
Weddings of relatives and 
friends 
Funeral of relative not in 
the immediate family 
Death in immediate family ~ 
Jury duty ~ 
Any other legitimate reason ~ 
Is there a definite wage-scale policy? 
Which wage payment method is used 
Straight salary L§:7 
Straight commission Ll:7 
Straight salary and salary 
plus commission L1:7 
Straight salary plus month-
ly bonus .t:f7 
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Yes No 
187 
Hours and Wages--continued Yes No 
\iVhich wage payment method is used?--continued 
Straight salary plus profit-
sharing bonus IXJ 
Straight salary, salary 
plus commission, and quota 
trJ bonus 
Straight salary, salary 
plus commission, and 
straight commission trl 
Straight salary, salary 
plus commission, straigh t 
commission, and quota 
tr7 bonus 
Are special incentives used such as contests 
and P. M.'s ill1 ill? 
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Personnel Control Yes No 
Are employee production records kept? 1§§7 [§J 
Are shopping reports made? illl liP 
Are ratings made of all employees at regular 
ill1 illl intervals? 
Is a review of all employees conducted regu-
larly? ill! ill! 
Employee Service Activities 
Does the store provide the services of a 
doctor for employees? 
Does the store provide nursing service for 
the employees? 
Are there clinic or hospital facilities 
within the store? 
Is there any provision for yearly health 
examination? 
Entire staff 
Foodhandlers only 
Foodhandlers and hairdressers 
Health examination but not yearly 
Are the employees given an opportunity to 
have chest X-rays? 
Does the store follow the policy of grant-
ing an annual vacation with pay? 
Are any of the following aids provided for 
the employees? 
Savings plan 
Canada savings bond 
payroll deduction 
Stock participation plan 
Pension plan 
Yes No 
Yes No Premiums paid by 
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Store Employee Shared 
Health Insurance 
Life Insurance 
Blue Cross 
!IJ ff§J 
!X§! !X§7 
!§§! !£7 
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Employee Service Activities--continued Yes No 
Are employees allowed time off from the de-
partment to shop within the store? f%§7 
Is there a definite policy with regard to 
loans and advances? L1§7 
Does the store plan recreational programs for 
the employees? ~ 
Is there a library in the store for the use of 
the employees? L§:7 
Is there a store newspaper? 
Employee Representation Plan 
Is t h ere a definite plan for t h e h a ndling 
of employee suggestions? 
Is there a definite policy of employee 
representation in the presentation of 
grievances or adjustment of personnel 
policies? 
In one department only 
Are grievances of employees settled by 
Manager ~ 
Controller LI:7 
Department supervisor L1:7 
Department supervisor all 
departments except one where 
grievances are sett led by a 
committee of employees Ll:7 
A committee of employees ~· 
Department mana ger ~ 
Personnel director LIQ7 
Store superintendent LI:7 
Interview at staff relations 
office or begin with section 
head and continue up the line 
to the general manager L1:7 
Start with immediate superior 
and go on up the line to the 
president of the company L1:7 
Start with immediate superior 
and go on up the line to the 
store superintendent ~ 
Store superintendent with 
right of appeal to the 
president of t h e company 
Yes 
Does the store have contracts with any unions?~ 
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No 
Employee Representation Plan--continued 
Name any unions with which the store has 
contracts 
Stationery engineers 
Fur workers 
Carpenters 
Plumbers 
Syndicat Catholique des 
employes de magasins de 
Quebec, Inc. 
S~dicat Catholique de 
1 industria de la 
fourriere 
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Yes No 
A P P E N D I X B 
Minimum Wage Order 
For Female Employees 
In Wholesale and Retail 
Merchandising Establishments 
In New Brunsvdck 
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New BmnswU:~ 
DEPARTMENT OF LABOUR 
F~EDERICTON 
MINIMUM WAGE ORDER 
THIS ORDER APPLIES IN RESPECT OF FEMALE EM-
PLOYEES IN WHOLESALE AND RET AIL MERCHANDIS-
ING ESTABLISHMENTS 
Under and by virtue of the authority vested in the Minimum Wage Board by the Minimum 
Wage Act 1945, being Chapter 42 of 9 George VI, 1945, the Board does hereby make the 
following Order: 
INTERPRETATION 
1. In this 'Order, 
(a) "trade" means the business of operating a wholesale or retail merchandising 
establishment, but does not include the business of operating a hotel, inn, tourist cabin, tou 
rist home, restaurant, or other place of public accommodation where, for gain, lodging, meals 
or any of them are offered to the public. 
(b) "employee"' means an employee sixteen years of age or over. 
(c) "part-time employee" means an employee who does not regularly work at least 
thirty hours per week in the trade. 
MINIMUM RATE ESTABLISHED 
2. Fourteen Dollars and forty cents per week is hereby established as the minimum rate of 
wages at which an employer may pay a female employee in the trade for a standard work week 
of forty-eight hours or less. 
MINIMUM OVERTIME RATE ESTABLISHED 
3. Forty-five cents per hour is hereby established as the minimum rate of wages at which an 
employer may pay a female employee in the trade for all time worked in excess of forty-eight 
hours in any one week. 
MINIMUM RATE FOR PART-TIME EMPLOYEES 
4. Thirty cents per hour is hereby established as the minimum rate of wages at which an em-
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ployer may pay a female part-time employee in the trade. 
~~~----~----~--~~----~ - ~""-'-'~;,.._.---;;-- -- - -.-- - - -.,..,-~- -~ 
COMMENCEMENT OF ORDER 
5. This Order "shall be effective as, from and after the 1st day of September, 1948. 
(Sgd.) H. F WHITE, 
Secretary, Minimum Wage Board. 
The Minunum Wage Act 1945 renders this order of the Board binding 
upon the employers and employees concerned according to Its tenor 
and provides penalties In cases of viOlation. 
This Act also requues every employer effected by this order to keep 
copies of this order posted in one or more conspicuous places on his 
premises unless the board otherwise duects. 
A P P E N D I X C 
Minimum Wage Order 
For Hotel and Restaurant Workers 
In New Brunswick 
195 
DEPARTMENT OF LABOUR 
FREDERICTON 
MINIMUM WAGE ORDER 
THIS ORDER APPLIES IN RESPECT OF HOTELS, INNS, TOUR-
IST CABINS, TOURIST HOMES, RESTAURANTS AND OTHER 
PLACES OF PUBLIC ACCOMMODATION WHERE, FOR GAIN, 
LODGING,MEALS,LUNCHES OR ANY OF THEM ARE OF-
FERED TO THE PUBLIC. 
Under and by virtue of the authority vested in the Minimum Wage Board by the Minimum 
Wage Act, 1945, being Chapter 42 of 9 George VI, 1945, the Board does hereby make the fol-
lowing Order: 
INTERPRETATION 
1. In this Order the expression "trade" means the business of operating a hotel, inn, tourist 
cabin, toucist home, restaurant, or other place of public accommodation where, fo.r gain, lodg-
ing, meals, lunches or any of them are offered to the public. 
MINIMUM RATE ESTABLISHED 
2. Twenty-eight cents per hour is hereby established as the minimum rate of wages at 
which an employer may pay a female employee in the trade for forty-eight hours of work or 
less in any one week. 
MINIMUM OVERTiME RATE ESTABLISHED 
3. Forty-two cents per hour is hereby established as the minimum rate of wages at which 
an employer may pay a female employee in the trade for all time worked in excess of forty-
eight hours in any one week. 
INTERVAL OF PAYMENT FIXED 
4. The interval at which wages shall be paid by an employer to a female employee in the 
trade is hereby fixed at not more than one week. 
RATE FOR BOARD AND LODGING FIXED 
5. The maximum rate at which an employer may charge a female employee in the trade for 
board and lodging or either of them is hereby fixed as follows: 
for board and lodging, per week...................................................................................................... 6.00 
for board only, per week.......................................................... .................................................................... 4.50 
for lodging only, per week ......................................................................... _............................................ 1.50 
for single meal...................................................................................................................................................... .25 
6. Whenever an employer requires a female employee to have or wear a uniform or other 
special article of clothing while engaged in the work of the trade no deduction for the cost 
thereof or for repairing or laundering the same shall be made by the employer from the wages 
of such female employee which would have the effect of reducing the wages otherwise payable 
to such employee below the minimum rate or rates applicable under this Order. 
COMMENCEMENT OF ORDER 
7. This Order shall be e(fective on, from and after the first day of January, 1948. 
(Sgd.) H. F. WHITE, 
Secretary, Minimum Wage Board. 
The Minimum Wage Act 1 94 5 renders this order of the Board binding 
upon the employers and employees concerned according to its tenor 
and provides penalties In cases of violation. 
The Act also requires every employer effected by this order to keep 
copies of this order posted in one or more conspicuous places on his 
premises unless the board otherwise directs. 
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A P P E N D I X D 
Decree Relating to the Retail Trade 
City of Quebec 
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Edition revisee avec amendements 
(24 dvriL 1948) 
Province 
de 
Quebec 
MINlSTERE DU TRAVAIL 
Loi de Ia convention collective 
(S. ~ Q., 1941, ehapit're 163,amendepar 
7 Geo. VI, chapitre 29, S Geo. VI, 
chapitre 30 et 10 Geo. VI, 
chapitre 3 8) 
Arrete miniateriel no 3265 du 6 aeptem. 
bre 1940, amende par lea arretea n-
4491 du 24 decembre 1940, 1644 et 
2752 des 28 juin et 16 octobre 1941, 
898 et 2993 des 15 avril et 5 novem· 
bre 194'21 645 d.u 1 5 mara 1943, 2256 
et 3036 des 23 juin et 1er aout 1944, 
2393 du 21 juin 1945, 1332 et 1653 
des 18 avril et 10 mai 1946, 818-B d.u 
22 mai 194 7 et 550-A du 22' avril 1948 
Publie dans la Gazette officielle de 
Quebec des 7 ·et 14 septembre 1940, 
4 janvier, 5 juillet et 18 octobre 1941, 
18 avril et 7 novembre 1942, 20 mars 
1943, 8 et 15 juillet et 12 aout 1944, 
30 juin 1945, 13 avril, 4 et 18 mai 
1946, 31 mai 1947 et 24 avril 1948 
DECRET RELATIF 
AU COMMERCE 
EN DETAIL 
Cite de Quebec 
'".
11 Mis a execution par: 
Le Comite paritaire d.u commerce 
de detail a Quebec, 
.351, boulevard Charest, 
Quebec, P Q. 
No 213-1940 
(59) 
Revised edition with amendments 
(April 24, 1948) 
Province 
of 
Quebec 
DEPARTMENT OF LABOUR 
Collective Agreement Act 
(R. S. Q., 1941, chapter 163, amended 
by 7 Geo. VI, chapter 29, 8 Geo. VI, 
chapter 30 and 10 Geo. VI, 
chapter 38) 
Order in Council No. 3265 of September 
6, 1940, amended by Ord~ra Nos. 4491 
of December 24, 1940, 1644 and. 2.752 
of June 28 and October J.6, 1941, 898 
and 2993 of April15 and November 5, 
1942, 645 of March 1 5, 1943, 2256 
and 3036 of June 23 and August 1, 
1944, 2393 of June 21, 1945, 1332 
and 1653 of April 18 and May 10, 
1946, 818-B of May 22, 1947 and 
550-A of April 22, 1948 
Published in the Quebec Official Gazette 
of September 7 and 14, 1940, January 
4, July 5 and October 18, 1941, April 
18 and November 7, 1942, March 20, 
1943, July 8 and 15 and August 12, 
1944, June 30, 1945, .A.pril 13, May 4 
and 18, 1946, May 31, 1947 and April 
24, 1948 
DECREE RELATING 
TO THE 
RETAIL TRADE 
City of Quebec 
Administered by : 
The Quebec Retail Trade 
Parity Committee, 
351 Charest Boulevard, 
Quebec. P. Q. 
1948 
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,, 
Copie du rapport d'un comite de !'hono-
rable Conseil executif en date du 5 
septembre 1940, approuve par le Lieu-
tenant-gouverneut le 6 septembre 
1940. , 
Concernant ~ne convention collective 
de travail relative au commerce en 
detail, cite de Quebec 
No 3265 
L'honorable ministre du Travail, dans 
un memoire en date du 5 septembre 
1940, expose 
Attendu que, conformement aux dis-
positions de !'article 5 de la Lpi de la 
convention collective ( 4 Geo. VI; cha-
pitre 38), les parties contra,ctantes ci-
apres designees, lui ont presente une re-
quete a l'effet que la convention collec-
tive de travail intervenue entre: 
D'UNE PART 
La Section de la N ouveaute et la Sec-
tion des Marchands de Meubles, d' Appa-
reils et d' Accessoires electriques de I' As-
sociation des Marchands detaillants du 
Canada, inc., district de Quebec, une as-
sociation incorporee d'employeurs, de 
vente au detail dans la cite de Quebec, 
L' Association patronale du Commerce 
de Quebec, Inc., 
La Section des Marchands de Chaus-
sures de 1' Association des · ~rchands 
Detaillants du Canada, Inc., 
ET, D'AUTRE PART· 
Le Syndicat catholique des Employes 
de Magasin de Quebec, inc., 
(Ar-r·etes m1.nisteriels nos 2256 du 23 
.iuin 1944, 1332 et 1653 des 18 avril et 
10 mai 1946 et 550-A clu 22 avril1948 
Gazette officielle de Quebec des 8 
juillet 1944, 4 et 18 mai 1946 et 24 
avril 1.948) 
soit rendue obligatoire pour les employ-
eurs et les employes des etablissements 
commerciaux vises, suivant les condi-
tions decrites dans la Gazette officielle 
de Quebec du 29 juin 1940; 
Attendu que les dispositions relatives 
aux taux des salaires et a la duree du 
travail pour les commerces vises et dans 
la juridiction territoriale indiquee dans 
ladite requete, ont acquis une signifi-
cation et une importance preponderan-
tes, 
Attendu que les prescriptions de !'ar-
ticle 5 de ladite Loi ont ete dfiment sui-
Copy of the report of a committee of the 
Honourable Executive Council dated 
September 5, 1940, approved by the 
Lieutenant-Governor on September 6, 
1940. t 
Concerning a collective agreement re-
lating ,to the retail trade - Quebec 
city 
No. 3265 
The Honourable Minister of Labour, 
in a memorandum dated September 5, 
1940, sets forth 
Whereas, pursuant to the provisions 
of section 5 of the Collective Agreement 
Act (4 Geo. VI, chapter 38), the con-
tracting parties hereinafter designated, 
have presented to him a request to the 
effect that the collective labour agree-
ment entered into between 
ON THE ONE PART 
"La Section de la N ouveaute" and "La 
Section des Marchands de Meubles, 
d' Appareils et d' Accessoires electriques" 
of The Retail Merchants Association of 
Canada, inc., district of Quebec, an in-
corporated association of employers 
engaged in retail selling in the City of 
Quebec 
"L' Association patronale du Com-
merce de Quebec, Inc.", 
"La Section des Marchands de Chaus-
sures" of the Retail Merchants of Cana-
da, Inc., 
AND, ON THE OTHER PART 
"Le Syndicat catholique des Em-
ployes de Magasin de Quebec, inc." ; 
(Orders iri Council Nos. 2256 of June 
23, 1944, 1332 and 1653 of April18 and 
May 10, 1946 and 550-A of April 22, 
19.4.8- Quebec Official Gazette of July 
8, 1944, May 4 and 18, 1946 and April 
24, 1948) 
be rendered obligatory for the employ-
ers and the employees of the commercial 
establishments concerned, according to 
the conditions described in the Quebec 
Official Gazette of June 29, 1940, 
Whereas the provisions relating to 
the rates of wages and to the duration 
of labour for the trades concerned and 
within the territorial jurisdiction indi-
cated in the said request, have acquired 
a preponderant significance and impor-
tance, 
Whereas the provisions of section 5 of 
the said Act with regard to the publica-
vies en ce qui touche la publication des 
avis, 
Attendu qu'une objection a ete pre-
sentee contre ladite requete ct qu'elle a 
ete soumise a }'appreciation des parties 
contractantes, 
En consequence, !'honorable ministre 
du Travail recommande son acceptation, 
conformement aux dispositions de !'ar-
ticle 6 de la Loi 4 Geo. VI, chapitre 38, 
avec toutefois, les nouvelles dis·positions 
suivantes tenant lieu des conditions de-
crites dans la Gazette officielle de Que-
bec du 29 juin 1940 
I.-Juridiction a. Juridiction 
p·rofessionnelle Sont assujettis au 
present decret, tous les etablissements 
commerciaux ou entreprises privees fai-
sant le commerce an detail ( c' est-a-dire, 
vendant directement au public consom-
mateur ou au consommateur qui n'ache-
te pas pour revendre), ou le commerce 
de gros et de detail, soit qu'ils aient un 
etablissement commercial ou qu'ils 
n'aient qu'un ou des agents ou bureau 
dans la cite de Quebec, a }'exclusion de 
tout autre decret, exception faite toute-
fois, des etablissements commerciaux ou 
entreprises privees ou l'on fait comme 
commerce principal, soit au detail, soit 
au gros et au detail, le commerce des 
produits alimentaires, ou du combusti-
ble, ou du tabac et articles de fumeurs, 
de fleuriste, d'optometriste, ou de pro-
duits pharmaceutiques, ou tout autre 
commerce regi par un autre decret. 
II est de plus stipule qu'aucun licencie 
en pharmacie, aucun bachelier en phar-
macie, aucun assistant-pharmacien et 
aucun etudiant en pharmacie, employe 
comme tel dans une pharmacie licenciee, 
ne sera assujetti aux dispositions du 
present decret. 
S'il s'elevait un doute ou une discus-
sion sur la classification d'un des com-
merces regis par le present decret, le 
Comite paritaire aura le droit de faire 
telle classification et de determiner dans 
quelle categorie devra etre classe le com-
merce interesse. 
b. .Juridiction territoriale La 
juridiction territoriale du -present decret 
comprend la cite de Quebec. ( Arretes 
mini.steriels nos 2993 et 645 des 5 no-
vembre 1942 et 15 mltrs 1943 Gazette 
officielle de Quebec des 7 novembre 
1.91,.2, 20 mars 19 .~3 et 13 avril1946) 
II. Def-initions:- Aux fins du pre-
sent decret, les termes suivants auront 
la signification qui leur est ci-apres 
donnee 
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tion of the notices have been duly ob-
served, 
·whereas one objection has been pre-
sented against the said request and has 
been submitted to' the contracting par-
ties for consideration, 
Consequehtly, the Honourable Minis-
ter of Labour recommends its approval, 
in conformity with the provisions of 
section 6 of the Act 4 Geo. VI, chapter 
38, with however, the following new 
provisions to be substituted to the con-
ditions given in the Quebec Official Ga-
zette of June 29, 1940 
I.- Jurisdiction a. Professio-
nal jur·isdiction Are governed by 
this decree all commercial establish-
ments or private concerns engaged in 
retail trade ( i. e. selling directly to the 
consumer or to those not buying with a 
view to sell) or in wholesale and retail 
trade, whether they hav·e a commer-
cial establishment or an agent or an 
office in the city of Quebec, excluding 
any other decree, with the exception 
however of commercial establishments 
or private concerns engaged mainly, 
whether in retail or in wholesale and 
retail, in the trade of food products, or 
fuel, or tobacco and articles for smokers, 
florist, optometrist or pharmaceutical 
products, or any other trade governed 
by another decree. 
It is stipulated that no pharmacy li-
cense holder, bachelor and student and 
druggist's assistant, so em-ployed in a 
licensed drug-store, shall be subject to 
the provisions of the present decree. 
Should there be a doubt or discussion 
as to the classification of one of the tra-
des governed by the decree, the Joint 
Committee shall have the right to estab-
lish such classification and determine 
in which category the trade concerned 
shall be classed. 
b. Territorial jurisdiction The 
territorial jurisdiction of the decree 
comprises the city of Quebec. (Orders in 
Council Nos. 2993 and 61,.5 of November 
5, 1942 and March 15, 1943 Quebec 
Official Gazette of November 7, 191,.2, 
March 20, 191,.3 and April13, 191,.6) 
II. Definitions. For the pur-
poses of the present decree, the follow-
ing terms shall have the hereinafter 
significance 
{ ' 
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a.-Employeu·r: - Le terme "em- a. Employer: The term "em-
ployeur" signifie et comprend toute per- ployer" means and includes any person, 
sonne, association ou corporation, qui, association or corporation, who, subor-
subordonnement aux paragraphes "f" et dinately to paragraphs "!" and "g" of 
"g" de t'article I de la Loi de la conven- section I of the Act, keeps or operates 
tion collective, tient ou opere un ou des .. any of commercial establishments or 
etablissements commerciaux ou entre- private concerns, where any of the 
prises privees, ou l'on fait en detail, en trades mentioned in paragraph "a" of 
gros et en detail, l'un des commerces section I of the present decree relating 
mentionnes au paragraphe "a" de l'arti- to the commercial jurisdiction is carried 
cle I du present decret, que ce commerce on in retail, or in wholesale and retaH, 
constitue le commerce principal ou se- whether such trade constitute the main 
condaire a tous autres commerc~s ou oc- or secondary trade to any other trade or 
cupations. occupation. 
b.-Employe Le terme "employe" b. - Employee The term "em-
signifie et comprend toute personne sa- ployee" means and includes any wage-
lariee de l'un ou de !'autre sexe, qui, su- earner of either sex, who, subordinately 
bordonnement au paragraphe ''P' de to paragraph "j" of section I of the Col-
I' article I de la Loi de la convention col- ' lective Agreement Act works for an 
lective, travaille pour un employeur, tel employer, as defined i~ paragraph "a" 
que defini au paragraphe "a" du pre- of the present section. 
sent article. 
c .-Em.ploye reguliet·: Le terme 
"employe regulier" signifie et comprend 
tout employe ( cf. paragraphe "b") qui 
fait la semaine reguliere de travail de 
l'etablissement ou il est employe ou pas 
moins de trente (30) heures de travail 
par semaine. 
d.-Employe supplementaire: Le 
terme "employe supplementaire" signi-
fie et comprend tout employe (cf. para-
graphe "b") qui, embauche de fac;on in-
tE:rmittente, travaille moins de trente 
(30) heures par semaine.ou de cinq (5} 
heures par jour ' , 
c.-Employe surnumeraire Le 
terme "employe surnumeraire" signifie 
et comprend tout employe ( cf. paragra-
phe "b") qui travaille trente (30) hen-
res ou plus dans une semaine et est en-
gage specialement en plus du personnel 
regulier ou supplementaire, a }'occasion 
de la Noel et du premier de I' An, so it du 
Ier novembre au 6 janvier de l'annee 
suivante. 
f .-Chef de rayon Le terme "chef 
de rayon" signifie et comprend tout em-
ploye (cf. paragraphe "b") qui a la 
charge de !'administration ou la respon-
sabilite entiere d'un ou des etablisse-
ments commerciaux ou entreprises pri-
vees regis par le present decret, ou qui 
a charge de !'administration ou la res-
ponsabilite entiere d'un rayon de telsdits 
etablissements comm.erciaux ou entre-
prises privees. 
g. Chef d'allee Le terme "chef 
d'allee" signifie et comprend tout em-
ploye ( cf. par "b") dont la fonction 
consiste dans la surveillance du person-
c. Regular employee The term 
"regular employee" means and includes 
any employee (cf. paragraph "b") 
working the regular week of labour of 
the establishment in which he is em-
ployed or not less than thirty (30) hours 
of work per week. 
d. Extra employee The term 
"extra employee" means and includes 
any employee (cf. paragraph "b") who 
is engaged at intervals, and works less 
than thirty (30) hours per week or five 
( 5) hours per day 
e. Supernumerary employee 
The term "supernumerary employee" 
means and includes any employee ( cf. 
paragraph "b") working thirty (30) 
hours or more in any one week, and es-
pecially engaged, in addition to the reg-
ular or extra staff, on the occasion of 
Christmas and New Year's Day, that is 
from the 1 of November to the 6 of Jan-
uary of the next year 
f Department head The term 
"department head" means and includes 
any employee (cf. paragraph "b") who 
is in charge of the administration or is 
entirely responsible for one or more 
commercial establishments or private 
concerns governed by the present de-
cree or is in charge of the administra-
tion or is entirely responsible for a de-
partment of said commercial establish-
ments or private concerns. 
g Floor walker:- The term "floor 
walker" means and includes any em-
ployee ( cf. par "b") whose functions 
consist in directing the staff and has au-
nel et qui exerce une autorite sur les em-
ployes dans une section determinee d'un 
etablissement commercial ou entreprise 
privee, regi par le present decret, et 
dont le travail consiste en outre a ren-
seigner et diriger la clientele. 
gg.-Personnel d'etalage :.---1.-Chef 
etalagiste :-Le terme "chef etalagiste" 
designe tout salarie en charge du per-
sonnel d'etalage ayant au moins trois 
employes a l'etalage sous sa direction et 
travaillant exclusivement a }'installa-
tion des montres (vitrines) et a la deco-
ration commerciale. 
2.-Etalagiste :-Le terme "etalagis-
te" designe tout employe masculin tra-
vaillant principalement a }'installation 
des montres ( vitrines)' a la decoration 
commerciale ou dessin, au lettrage des 
panneaux-reclame ou executant tout ou-
vrage pour fins de reclame et ayant pas-
se avec succes l'examen exige par le Bu-
reau des examinateurs, pour determiner 
la qualification de l'etalagiste. 
Les etalagistes sont classifies en trois 
categories suivant leur qualification, des 
examens devant etre passes aux condi-
tions determinees par le Comite pari-
taire ou son Bureau d'examinateurs 
pour etablir la qualification des candi-
dats. Dans l'etablissement de la qualifi-
cation de chaque candidat, on doit tenir 
compte des conditions suivantes pour 
la classification dans chacune des cate-
gories: 
C lasse A : L' etalagiste classifie 
sous cette appellation doit avoir subi, 
avec succes, son examen devant le Bu-
reau des examinateurs, et avoir conser-
ve au moins 75% des points sur la con-
ception, les plans, le montage, le drapa-
ge, la disposition des marchandises, le 
fond des vitrines sans l'aide de qui que 
ce soit. 
Classe B L'etalagiste classifie 
sous cette appellation doit avoir subi 
son examen devant le Bur€au des exami-
nateurs, et avoir conserve au moins 75% 
des points .sur deux (2) des trois ma-
tieres, soit la decoration, le lettrage, le 
dessin. 
Classe C: L'etalagiste classifie 
sous cette appellation doit avoir subi 
son examen devant le Bureau des exa-
minateurs, et avoir conserve au moins 
75% des points sur une (1) des trois 
matieres, soit la decoration, le lettrage, 
le dessin. 
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thority over the employees in a deter-
mined section of a commercial establish-
ment or private concern, governed by 
this decree, and whose work consists 
moreover to inform and lead the custom-
ers. 
gg. Display staff. -1. Chief 
clisplayer :- The term "chief dis player" 
designates any employee in charge of 
the display staff with a minimum of 
three display employees under his direc-
tion and engaged exclusively in the in-
tallation of windows and the commer-
cial decoration. 
2. Displayer · The word "dis-
player" means any male employee doing 
mainly the installation of windows, 
commercial decoration or drawing, the 
lettering of sign-boards or performing 
any work for advertising purposes, he 
shall have undergone successfully the 
examination required by the Board of 
Examiners to determine the competency 
of the displayer 
Displayers are grouped into three cat-
egories according to their competency, 
examinations to be passed pursuant to 
the conditions determined by the Parity 
Committee or its Board of Examiners to 
establish the competency of the candi-
dates. When establishing the competen-
ry of a candidate, the fol'lowing condi-
tions shall determine the classifying 
into any one of the categories 
Class A. The displayer classed "A" 
shaH have passed his examination be-
fore the Board of Examiners with at 
least 75% of the points on conception, 
plans, erection, draping, laying out of 
merchandise, window background, with-
out any help whatever 
Class B The displayer classed "B" 
shall have passed his examination be-
fore the Board of Examiners with at 
least 75% of the points on two (2) of 
the three subjects, i.e., decoration, 
lettering, drawing. 
Class C. The displayer classed "C" 
shall have passed his examination be-
fore the Board of Examiners with at 
least 75% of the points on one (1) of the 
three subjects, i.e., decoration, lettering, 
drawing. 
Tout candidat a l'examen de qualifi- Every candidate of the competency 
cation qui a subi avec succes, cet exa- examination who has passed the exami-
men sur l'une ou l'autre des matieres, nation on either one of the three sub-
· I ' 
r 
pent, apres un an, demander et obtenir 
un nouvel examen pour les matieres sur 
l£squelles il n'a conserve qu'un nombre 
insuffisant de points, ou pour lesquelles 
il n'a pa'l;; ~voulu subir l'examen. 
3.-Apprenti-etalagi~te :-Le terme 
"apprenti-etalagiste" designe tout em-
ploye masculin travaillant comme etala-
giste, ayant moins de cinq ans d'expe-
rience du metier ou qui n'a pas passe 
l'examen prevu pour etre etalagiste. 
h.-Commis :-Le terme "commis" 
designe tout salarie prepose a la recep-
tion, a la vente, a la livraison des mar-
chandises, a la surveillance, au telepho-
ne, a la caisse et tout salarie du sexe fe-
minin prepose a l'etalage. ' 
hh. Personnel de bw·eau 
' 1.-Comptable Le terme "comp-
table" designe le salarie qui a le controle 
et la surveillance de la comptabilite. 
2.-Assistant-comptable: Le terme 
"assistant-comptable" comprend et si-
gnifie tout employe ( cf. par "b") desi-
gne et appointe pour assister le compta-
ble dans ses fonctions, ou le patron s'il 
n'y a pas de comptable, etant entendu 
qu'il ne pourra etre exige plus qu'un 
employe ayant cette qualification dans 
chaque etablissement regi par le present 
decret, a moins que le patron y consente 
expressement et par ecrit: 
3.-Prepose .a la '!per-ception. exterieu-
re · Le present terme "prepose a la 
perception exterieure" signifie et com-
prend tout employe (cf. par "b") dont 
la fonction principale est de se presenter 
au domicile des clients ou debiteurs, afin 
de recevoir toute somme due a l'un des 
etablissements ou entreprises privees 
regis par le present decret. 
4.-Employe de bureau Le terme 
"employe de bureau" signifie et com-
prend tout autre employe faisant partie 
du personnel du bureau, n'etant pas au-
trement classifie et prepose aux ecritu-
res ou a la comptabilite. 
hhh. Personnel d'atelier Le ter-
me "personnel d'atelier" designe tout sa-
larie qui execute l'un ou l'autre des ou-
vrages suivants confection et repara-
tion de vetements d'hommes, de robes, 
de manteaux, lingeries et chapeaux pour 
dames, de garnitures pour l'interieur ou 
l'exterieur de maisons et d'ornements 
d'ei<,·lise, a !'exception des' salaries regis 
par le decret relatif aux travailleurs en 
fourrure, dans la cite de Quebec. 
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jects may, after one year, request and 
obtain another examination for the sub-
jects on which he did not have a suffi-
cient number of pOO.nts or on which he 
had refused to pass the examination. 
. 3. ~ Apprentic-e-displayer: - The 
words "apprentice-displayer" mean any 
male em:ployee working as displayer and 
having less than five years of experi-
ence in the trade or having not under-
gone the examination required to be-
come a displayer 
h. Clerk: The term "clerk" de-
signates any employ.ee committed to the 
reception, sale, delivery of goods, super-
vision, telephone, cash and any female 
employee committed to the display of 
goods. 
hh. Office staff 
1. Accountant; The term "ac-
countant" designates the employee who 
verifies and supervises the book-keep-
ing. 
2. Assistant-accountant The 
term "assistant-accountant" means and 
includes any employee (cf. par. "b") de-
signated and salaried to assist the ac-
countant in his functions (or the em-
ployer if no accountant is employed) , 
not more than one such employee shall 
be required in each establishment gov-
erned by this decree unless the employer 
gives his consent, expressly and in 
writing. 
3. Outside collectors The term 
"outside collectors" means and includes 
any employee (cf. par "b") whose main 
function is to see th.e clients or debtors, 
at their home, in order to collect any 
sum owed to one of the establishments 
or private !concerns governed by this 
decree. 
4. Office employee The t€rm 
"office employee" means and includes 
any other employee included in the of-
fice staff, and not otherwise classified 
and committed to the accounts and 
writings. 
hhh. Shop staff:- The term "shop 
staff" designates any employee who per-
forms one of the following operations 
the making and repair of men's clothing 
ladies' gowns, cloaks, underwears and 
hats, of furnishings for the inside or 
outside of house, or church ornaments, 
with the exception of the employees gov-
erned by th€ decree relating to the fur 
industry, Quebec district. 
i. Livreur Le terme "livreur" 
signifie et comprend tout employe ( cf. 
paragraphe "b") qui, au moyen d'une 
voiture a traction animale ou d'une voi-
ture automobile dont il a Ia charge, fait 
Ia livraison et le transport des marchan-
dises. 
j. Aide-livreur Le terme "aide-
livreur" signifie et comprend tout em-
ploye (cf. par "b") affecte, sur une voi-
ture a traction animale ou une voiture 
automobile, au travail ordinairement re-
connu comme celui d'aide du "livreur" 
(cf. par precedent) 
k. M essager Le terme "messa-
ger" signifie et comprend tout employe 
du sexe masculin ( cf. par "b") execu-
tant le travail ordinairement reconnu 
comme celui de messager, qui ne fait au-
cune vente de marchandises, mais s'oc-
cupe exclusivement de Ia livraison de 
paquets ou missives a l'exterieur duma-
gasin. 
l. Chasseur Le terme "chas-
seur" signifie et comprend tout employe 
du sexe masculin (cf. par "b") qui fait 
le travail reconnu comme celui de chas-
seur, qui ne fait aucune vente de mar-
chandises, mais s'occupe exclusivement 
de Ia livraison de paquets ou missives a 
l'interieur du magasin. ( Arretes minis-
teriels nos 2993 du 5 novembre 1942, 
1832 du 18 avril1946, 818-B du 22 ma-i 
1947 et iL50-A du 22 avril1948 Gazet-
te officielle de Quebec des 7 novembre 
194.~, 4 mai 1946, 31 mai 1947 et 
24 avril1948) 
III.-Dun~e du travail:- a. L'heure 
dont fait mention le present decret sera 
l'heure legale de Ia corporation munici-
pale interessee. 
b. La semaine reguliere de travail 
dans les etablissements regis par le pre-
sent decret est de quarante-huit ( 48) 
heures reparties entre 8.00 a.m. et 6.00 
p.m. chaque jour de Ia semaine avec le 
droit pour l'employeur de faire travail-
ler ses salaries jusqu'a 10.00 p.m. un 
soir de Ia semaine et Ia veille des jours 
de fetes chOmees. 
Tout employe a droit a une (1) heure 
et quinze (15) minutes pour prendre ses 
repas. 
Tout employe faisant trente (30) heu-
res ou plus et moins de quarante (40) 
heures de travail par semaine est consi-
dere comme employe regulier, remunere 
comme tel, et il a droit a un surplus de 
salaire de vingt pour cent (20%). 
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i. Delivery-man The term "de-
livery-man" means and includes any em-
ployee (cf. paragraph "b") who is in 
charge of a horse-drawn or motor vehi-
cle and makes the delivery and cartage 
of merchandise. 
j. Delivery-man helper The 
term "delivery-man helper" means and 
includes any employee ( cf. paragraph 
"b") performing the work usua1ly 
known as that of delivery-man .helper 
( cf. preceding paragraph), with a 
horse-drawn or motor vehicle. 
k. Messenger The term "mes-
senger" means and includes any male 
employee (cf. paragraph "b") perform-
ing the work usually known as that of 
messenger , he shall not sell merchandise 
but shall attend exclusively to the deliv-
ery of parcels or to the errands outside 
the store. 
i. Errand-boy The term "er-
rand-boy" means and includes any male 
employee (cf. paragraph "b") who per-
forms the work known as that of er-
rand-boy, he shall not sell merchandise 
but shall attend exclusively to the deliv-
ery of parcels or to the missives inside 
the store. (Orders in Council Nos. 2993 
of November 5, 1942, 1332 of April18, 
1946, 818-B of May 22, 1947 and 550-A 
of April22, 19.~8 Quebec Official Ga-
zette of November 7, 1942, May 4, 1946, 
May 31, 1947 and April24, 1948) 
III. Duration of labour a. 
The time mentioned in the present de-
cree shall be the legal time of the inter-
ested municipal corporation. 
b.- The regular work week in the es-
tablishments governed by the present 
decree is one of forty-eight ( 48) hours 
distributed between 8.00 a.m. and 6.00 
p.m. every day of the week, the employ-
er having the right to keep his em-
ployees to work until 10.00 p.m. one eve-
ning of the week and the eve of a holi-
day 
All employees shall have one (1) hour 
and fifteen (15) minutes off for meals. 
All employees working thirty (30) 
hours or more and less than forty ( 40) 
hours in a week shall be considered as 
regular employees, paid accordingly, 
and such be entitled to a surplus of 
twenty per cent (20%) in their wages. 
Toutefois, l'employeur dont Ia semai-
ne reguliere de travail est de moins de 
quarante-huit (48) heures peut deduire 
dans la meme proportioJ.J., Ia limite de 
quarante \40) heures mentionnee a }'a-
linea precedent. 
c .. :__ Le salaire de I' employe arrivant 
en retard a son travail, par rapport aux 
heures determinees au paragraphe "b" 
du present article, sera reduit propor-
tionnellement au taux double de son sa-
laire. 
d. Horaire des fetes En aucun 
temps, l'employeur ne pourra faire tra-
vailler ses employes a Ia vente apres six 
(6) heures du soir, si ce n'est un joqr de 
Ia semaine et pendant Ia periode des fe-
tes, soit trois jours ouvrables ava'nt ,Noel 
et trois jours ouvrables avant le premier 
de l'An, et ce, jusqu'a dix (10) heures 
du soir, un jour de la semaine et pen-
dant cette periode, et !'employe ne pour-
ra non plus travailler a Ia vente en de-
hors de l'horaire ici fixe. Si l'employeur 
enfreignait cette prescription imperati-
ve du decret, ledit employeur serait pas-
sible en plus du paiement de !'amende 
prevue en pareil cas, de payer a }'em-
ploye un salaire egal au double de celui 
auquell'employe aura droit en vertu des 
autres conditions du decret, !'employe 
serait aussi passible de !'amende prevue 
en pareil cas, pour avoir enfreint une 
des stipulations imperatives du decret. 
dd. - Pendant la,.periode des fetes, 
·so it trois jours ouvrables· avant Noel et 
trois jours ouvrables avant le premier 
de l'An, !'employe regulier ne pourra re-
clamer aucun salaire pour travail addi-
tionnel accompli durant les heures men-
tionnees au paragraphe "d" du present 
article. 
e. Tout employe regulier sera re-
munere pour les jours suivants ou les 
magasins seront fermes le premier de 
I' An, le 2 janvier, ou le 3 janvier si le 2 
est un dimanche, l'Epiphanie,, le Vendre-
di Saint jusqu'a 1.00 heure p. m., le jour 
de !'Ascension, Ia Saint-Jean-Baptiste, le 
jour de la Confederation, Ia fete du Tra-
vail, Ia Toussaint, l'Immaculee Concep-
tion, le jour de Noel et tout autre jour 
ou l'employeur ou l'employeur profes-
sionnel tient son etablissement ferme au 
public,' sans faire travailler tous ses em-
ployes reguliers. 
f Le chef de rayon, le chef d' allee 
et le chef etalagiste qui ne fait que ce 
travail, le comptable et le prepose a Ia 
perception exterieure, n'auront droit a 
aucune remuneration pour travail sup-
9 
However, the employer with a regular 
work week of less than forty-eight (48) 
hours may deduct, in the same propor-
tion, the limit of fortly (40) hours men-
t!oned in tht:l preceding paragraph. 
c.-The wages of the employees being 
late to w6rk according to the hours de-
termined in paragraph "b" of the pres-
ent section shall be reduced in propor-
tion to the rate of double time. 
d.-Working periods for holidays 
The employer shall never keep his em-
ployees to work on the sales after 6.00 
p.m., except on week days and during 
the holidays period, namely, three work 
days before Christmas and three work 
days before New Year's Day, during the 
periods excepted, work may be perform-
ed till 10.00 p.m., but the employee shall 
not work in the sales outside these 
hours. Should the employer violate this 
imperative provision of the decree, the 
said employer shall, besides paying the 
fine for such cases, pay to the employee 
the double of the wages the latter is en-
titled to under this decree, the employee 
would also be liable to the fine establish-
ed for similar cases if he violated one of 
the imperative stipulations of the de-
cree. 
dd.- During the holidays period, 
namely, three work days before Christ-
mas and three work days before New 
Year's Day, the regular employee shall 
not be entitled to any remuneration for 
additional work performed during the 
hours mentiop.ed in subsection "d" of 
the present section. 
e.- Any regular employee shall be 
paid for the days when stores are clos-
ed New Year's Day, the day after New 
Year's Day or the second day after if 
the latter be a Sunday, Epiphany, Good-
Friday till 1.00 p.m., Ascension Day, St. 
John the Baptist's Day, Confederation 
Day, Labour Day, All Saints' Day, Im-
maculate Conception Day, Christmas 
Day and any other day on which the em-
p~oyer or. professional employer keeps 
h1~ estabhsh~ent closed to the public, 
Without making all his regular employ-
ees work. 
f.- The department head, the floor 
~alker and the chief-displayer perform-
mg but such work, the accountant and 
the outside collector shall not be paid for 
overtime or additional work when the 
plementaire ou addi.tionnel, lorsque l.a 
dun~e de leur trava1l, pendant la semal-
ne, n'excede pas cinquante et une (51) 
heures. 
g. Le livreur et l'aide-livreur (cf. 
par. "i" et "j" de !'article II) n'auront 
droit a aucune remuneration pour tra-
vail supplementaire ou additionnel, lors-
que la duree hebdomadaire du travail 
n'excede pas cinquante et une (51) heu-
res. 
h. Tout travail execute en dehors 
de l'horaire determine au paragraphe 
"b" du present article, par un employe 
regulier ou un employe supplement~ire, 
sera, a moins de dispositions contra1res, 
considere et remunere comme travail 
supplementaire. 
i.-Tout employe regulier qui, le tren-
te juin de chaque annee, a termine un an 
de travail dans le meme etablissement 
ou pour le meme employeur, a droit a 
une semaine de · vacances, salaire pay e. 
Tout employe qui, le 30 juin de chaque 
annee, a termine cinq annees de travail 
consecutives dans le meme etablissement 
a droit a deux semaines de vacances 
payees. 
Les dispositions ci-dessus ne s'appli-
quent pas aux employes reguliers d'ate-
lier chez un tailleur lesquels ont droit a 
une semaine de vacances, salaire paye, 
quand le trente juin de chaque annee, ils 
ont termine deux ans de travail dans le 
meme etablissement ou pour le meme 
employeur 
Les semaines de vacances prevues au 
present paragraphe sont de sept (7) 
jours consecutifs et doivent etre accor-
dees dans les douze mois suivant la date 
a laquelle !'employe y a droit. 
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Lorsque, au 30 juin de chaque annee, 
un employe a eu moins de trente (30) 
jours d'absence approuvee par son em-
ployeur dans le cours de l'annee, il a 
droit aux vacances payees prevues ci-
haut; si ces absences depassent trente 
(30) jours, !'employe a droit a des va-
cances payees au prorata seulement du 
nombre de semaines de travail. En au-
cun cas, cependant, l'employeur ne peut 
etre tenu de payer des vacances a son 
employe si ce dernier a ete remunere 
au taux prevu par le present decret pen-
dant les jours d'absence approuvee ou 
si telles absences n'ont pas ete approu-
vees par l'employeur. 
total duration of their work, during the 
week, does not exceed fifty-one (51) 
hours. 
g.-The delivery-man and the deliv-
ery-man helper ( cf. paragraphs "i" and 
"j" of section II) shall not be paid for 
extra or additional work when the week-
ly duration of labour does not exceed 
fifty-one (51) hours. 
h.- Any work performed outside the 
working hours determined in paragraph 
"b" of the present section by a regular 
or extra employee shall be considered 
and remunerated as overtime and paid 
at the overtime rate, unless otherwise 
stated. 
i.-Any regular employee having 
worked during one year in the same es-
tablishment or for the same employer, 
on the thirtieth of June of each year, 
shall be entitled to one week's holiday 
with pay Any employee having termi-
nated, on June 30 of any one year, five 
years of continuous service in the same 
establishment, shall be entitled to a va-
cation of two weeks, with pay 
The foregoing provision does not ap-
ply to regular shop employees, working 
for a tailor, who are entitled to one 
week's holiday with pay when, on the 
thirtieth of June of each year, they have 
completed two years of work in the 
same establishment or for the same em-
ployer 
The holidays referred to in the pres-
ent subsection are seven (7) consecu-
tive days and shall be granted within 
the twelve months following the date at 
which the employee is entitled to have 
them. 
When, on June 30 of each year, an 
employee has had less than 30 days of 
absence approved by his employer in 
the course of the past year, he shaJ,l be 
entitled to a vacation with pay as above 
provided for, when such absence ex-
ceeds 30 days, the employee shall be en-
titled to a vacation with pay, the dura-
tion of which to be based on the prorata 
of the number of weeks of work-; how-
ever an employer shall not have to give 
a vacation with pay to an employee 
when, during the absence of the latter, 
wages have been paid at the rate estab-
lished in the present decree, or when 
the absence has not been approved by 
the employer 
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Quand un des jours chOmes enumeres When a holiday, as stipulated in sub-
au paragraphe "e" du present article section "e" of the present section, falls 
tombe durant la semaine de vacances in the week of vacation· (paid) of the 
payees d'un employe, ce dernier a droit employee, the latter shatll be entitled at 
a une j6urnee additionnelle de vacances the option of the employer, to an addi-
ou a une journee de salaire en plus, ala ·· tional day of vacation or to an additi-
discretion de l'employeur onal day of pay 
Aucune retenue ne doit etre faite sur No deduction shall be made on the 
la paie d'un employe regulier pour l"ob- pay of a regular employee as a result of 
Servance des jours chomes enumeres au the observance of the holidays designat-
paragraphe "e" du present article, pour- ed in subsection "c" of this section, pro-
vu que tel employe soit a son travail le vided the said employee has beeh work-
jour precedant et le jour suivant le jour ing on the day before and the day after 
chOme. Tel employe doit etre considere the holiday; such employee shall be con-
comme s'etant rapporte a son travail, si sidered as having reported to work if 
son absence la veille ou le lendemain his absence on the day before or the day 
d'un jour chome resulte d'une permis- after a holiday is the result of a special 
sion expresse de l'employeur ou de . son permission on the part of the employer 
representant autorise, ou est causee par or his authorized representative, or is 
la maladie. Tout employe regulier sus- caused by sickness. Any employee dis-
pendu la veille ou le lendemain d'un jour charged the day before or the day after 
chOme doit etre paye pour ledit jour an holiday shall be paid for the said hol-
chOme. iday 
L'employe qui n'a pas beneficie des The employee who has not taken ad-
vacances de la maniere prevue ci-haut, vantage of the holidays as above stipu-
a le droit de reclamer, lorsque le delai lated will have the right to claim when 
pour les lui donner est expire, l'equiva- the period during which such holidays 
lent en argent pour la periode des va- may be taken has expired, the equiva-
cances auxquelles il a droit. lent in money for the period of vacation 
Si !'employe est congedie ou laisse son 
emploi pour quelque raison que ce soit 
avant d'avoir beneficie des vacances 
auxquelles il a droit, l'employeur ou 
l'employeur professionnel doit lui payer, 
lors de la cessation· de l'emploi, !'equiva-
lent de l'argent pour la periede des va-
cances auxquelles }'employe a droit. 
f.- Tout travail execute par des em-
ployes surnumeraires ( cf. par "e" de 
!'article II) sera considere et remunere 
comme travail supplementaire. 
k.- Les gardiens de nuit n'ont droit 
a aucune remuneration pour le travail 
supplementaire pourvu que leurs heures 
de travail n'excedent pas quatre-vingt-
quatre (84) heures dans une semaine. 
l.- Les livreurs, les aides-livreurs, les 
commis preposes a la livraison et a la 
reception des marchandises, les hommes 
de metier , d'entrepot et d'ouvrage gene-
ral (cf. par "h", "i", "j", " k" et " l" de 
!'article II) n'auront droit a aucune re-
muneration pour travail supplementaire 
ou additionnel, lorsque la duree du tra-
vail n'excede pas cinquante et une (51) 
heures par semaine, et le temps. perdu 
par ces employes pourra etre deduit de 
.leur salaire gagne pour le temps actuel-
lement fait pendant la semaine. 
to which he is entitled. 
If the employee is dismissed or leaves 
his employ for what reason soever be-
fore he has availed himself of the vaca-
tion to which he is entitled, the employer 
or the professional employer shall pay to 
him at the expiration of the employment 
an amount equivalent to the remunera-
tion for the period of vacation to which 
the employee is entitled. 
f.- Any work performed by supernu-
merary employees (cf. paragraph "e" of 
s~ction II) ; ~hall be .considered as over-
time and pa1d overtime or additional 
work. 
k.- Night watchmen are not entitled 
to <.>Vertime remuneration as long as 
the1r hours of work do not exceed eigh-
ty-four hours in one week. 
l.-The delivery-man, the delivery-
man helper, the clerks attending to the 
delivery and reception of merchandises, 
the tradesmen, warehousemen and gen-
eral workmen (cf. paragraphs "h'·' 
"i", " j", "k" and "l" of section II) shali 
not be paid for overtime or additional 
work, when the duration of work does 
not exceed fifty-one (51) hours per 
week, and time lost by those employees 
may be deducted from their wages earn-
ed during the time actually worked dur-
ing the week. 
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m.- L'employeur ne pourra obliger 
ses employes a travailler les dimanches 
et durant les jours mentionnes au para-
graphe "e" du present article et tout tra-
vail execute durant ces jours sera remu-
nere au taux double du salaire regulier 
de tel employe, exception faite toutefois 
pour les gardiens de nuit, les preposes 
au soin des chevaux, les chauffeurs de 
fournaises, le mecanicien en charge du 
garage, Iorsque ces employes travament 
pour l'etabHssement alors que dans ces 
cas, ils seront remuneres au taux de leur 
salaire regulier comme si le travail ainsi 
execute ces jours-la eut ete fait durant 
la semaine reguliere de travail. ( Arretes 
ministeriels nos 4491 du 24 decem.bre 
1940, 2752 du 16 octobre 1941, 2993 du 
5 novembre 1942, 2256 du 23 juin 1944, 
1332 du 18 avril1946, 818-B du 22 mai 
1947 et 550-A du 22 avril1948 Gazet-
te officielle de Quebec des 14 septembre 
1940, 4 janvier et 18 octobre 1941, 7 no-
vembre 1942, 8 juillet 1944, 4 mai 
1946, 31 mai 1947 et 24 avril1948) 
IV.-Tarif des salaires Tout em-
ploye dont le travail, ou l'employeur 
sont assujettis au present decret, a droit 
au taux de salaire ci-apres etabli, sui-
vant la classification d'emploi, pour la 
semaine reguliere ou normale de travail 
de l'etablissement. 
Le salaire dont il est ici question ne 
comprend pas, excepte dans le cas des 
chefs de rayon, des bonis ou commis-
sions, et il est du et payable en plus de 
tous tels bonis ou commissions convenus 
entre l'employeur et }'employe. 
Occupation Salaire hebdomadaire 
Homme Femme 
a.-Chef de rayon 
Dans departement 
faisant $100,000.00 
d'affaires et plus $50.00 $39.00 
Dans departement 
faisant $50,000.00 
d'affaires et plus 45.00 33.00 
Dans departement 
faisant moins de 
$50,000.00 d'af-
faires 40.00 28.00 
Ces taux de salaires comprennent tous 
bonis qui peuvent etre dus a cette classe 
de salaries, en plus de 'leur salaire regu-
lier, toutefois, I' employe doit recevoir 
chaque semaine le taux minimum deter-
m.-No employer shall compel his em-
ployees to work on Sundays and on the 
days mentioned in subsection "e" of the 
present section arid all work performed 
on these days shall be paid double time 
with respect to the regular wages of the 
sait employee, with the exception, how-
ever, of night watchmen, stablemen, 
firemen (furnaces) me c h ani c s in 
charge of the garage, when they work 
for the establishment and, in such case, 
shall be paid the regular rate of wages 
as if the work so performed on these 
days had been done during the regular 
working week (Orders in Council Nos. 
4491 of December 24, 1940, 2752 of Oc-
tober 16, 1941, 2993 of November 5, 
1942, 2256 of June 23, 1944. 1332 of 
April 18, 1946, 818-B of May 22, 1947 
and 550-A of April 22, 1948 Que-
bec Official Gazette of September 14, 
1940, January 4 and October 18, 1941, 
November 7, 1942, July 8, 1944, May 4, 
1946, May 31, 1.947 and April 24, 1948) 
IV.-Rates of wages:- Every em-
ployee whose work, or employer is gov-
erned by the present decree is entitled 
to the wage rates hereafter established, 
according to the classification of em-
ployment, for the regular or standard 
work week of the establishment. 
Wages herein . mentioned do not in-
clude, except in the case of departmen-
tal managers, bonuses or commissions 
and they are due and payable in excess 
of such bonuses or commissions agreed 
to by the employer and the employee. 
Occupation Weekly Wages 
a.-Departmental man-
ager 
With a mm1mum 
turnover, in his de-
partment, of 
Male Female 
$100,000.00 $50.00 $39.00 
With a minimum 
turnover of 
$50,000.00 45.00 33.00 
Whose turnover is 
less than $50,000.00 40.00 28.00 
These rates of wages include all bo-
nuses which may be owed to that class 
of employees, in excess of their regular 
wages, however, the employee shall re-
ceive each week the minimum rate de-
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mine ci-haut, suivant le chiff.re d'affai-
res fait durant l'annee precedente, par 
le ou les departements dont il est en 
charge. 
b.-Chef etalagiste 
c.-Chef d'allee 
d.-Comptable 
Homme Femme 
$50.00 
36.00 
35.00 
Assistant-comptable 25.00 20.00 
Prepose a la percep-
tion exterieure 30.00 
e.-Commis et employe 
de bureau Taux horaire 
1. Surnumeraire $ 0.45 0.28 
2. Supplementaire 0.55 0.35 
3. Regulier Par semp,ine 
durant la lere an-
nee d' experience $14.00 $13.00 
durant I a 2ieme 
annee d'expe-
rience 16.00 14.50 
durant I a 3ieme 
annee d'expe-
rience 18.00 16.00 
durant I a 4ieme 
an nee d' expe-
rience 21.00 
durant la 5ieme 
annee ~xpe-
rience 24.00 
Tous les employees feminins de cette 
categorie ayant. trois (3.) annees d'ex-
perience ou plus doivent etre' payees 
comme suit 
1/3 Classe C 
1/ 3 Classe B 
( 13 Classe A 
$17.50 
19.00 
21.00 
Tous les employes masculins de cette 
categorie ayant cinq (5) annees d'ex-
perience ou plus doivent etre payes com-
me suit 
1/ 3 Classe C 
l/3 Classe B 
1/3 Classe A 
4. Personnel d'etalage :-
$28.00 
32.00 
36.00 
Apres avoir complete cinq annees 
d'experience, les employes masculins de 
cette categorie, s'ils veulent avoir droit 
aux salaires des classes "A", "B" et 
"C", doivent subir les examens requis 
pour chacune des classes J?OUr determi-
ner leur competence et les salaires de-
termines pour chacune des classes sont 
les suivants. 
termined above, according to the turn-
over of the preceding year in the de-
partment or departments of which he 
is in charge. 
Male Female 
b.-Head displayer~ $50.00 
c.-Floor-walker 36.00 
d.-Book~keeper . 35.00 
Assistant-book-
keeper 25.00 20.00 
Collector (outside) 30.00 
e.-Clerk and office em-
ployee per hou'r 
1. Supernumerary em-
ployee $ 0.45 $ 0.28 
2. Extra employee 0.55 0.35 
3, Regular employee: per week 
During 1st year of ex-
perience $14.00 $13.00 
During 2nd year of 
experience 16.00 14.50 
During the 3rd year 
of experience 18.00 16.00 
During the 4th year 
of experience 21.00 
During the 5th year 
of experience 24.00 
All ma'ie employees in this category 
with three years of experience or more 
shall be paid as follows 
1/ 3 Class C 
1/ 3 Class B 
l/3 Class A ; 
$17.50 
19.00 
21.00 
All male employees in this category 
with five years of experience or more 
shall be paid as follows. 
1/ 3 Class C 
1/ 3 Class B 
1/ 3 Class A 
$28.00 
32.00 
36.00 
4. Display :-After five years of expe-
rience, the male employees of this cate-
gory who wish to receive the wages of 
classes A, B and C shall sit for the ex-
aminations required for each class in 
order to determine their competency 
and the wages established for each are 
as follows 
Classe "A" 
Classe "B" 
Classe "C" 
f.- 1. livreur 
Aide-livreur, de 
moins de 19 ans 
Aide-livreur, de 
19 ans et plus. 
2. Messager 
3. Chasseur 
g.-Personnel d'atelier 
1. Hommes 
i. apprenti tailleur ou 
couturier: 
1ere annee 
2eme annee 
3eme annee 
4eme annee 
5eme annee 
Par semaine 
$40.00 
35.00 
32.00 
$30.00 
16.00 
23.00 
12.00 
11.00 
Par semaine 
$14.00 
16.00 
18.00 
21.00 
24.00 
tt. les tailleurs ou couturiers ayant 
cinq (5) ans d'experience ou plus doi-
vent etre remuneres comme suit 
1/3 Classe A 
1/3 Classe B 
1/3 Classe C 
2. Femmes· 
$36.00 
32.00 
28.00 
i. apprentie modiste ou 
1ere annee 
couturiere 
$13.00 
14.50 
16.00 
2ieme annee 
3ieme annee 
ii. les modistes couturieres ayant 
trois (3) annees d'experience ou plus 
doivent etre remunerees comme suit 
1/3 Classe A 
1/3 Classe B 
1/3 Classe C 
$22.00 
19.00 
17.50 
h.-Aux fins du present deoret, le 
chef du rayon des patrons (patterns), 
dans un ou des etablissements vises par 
ledit decret, n'est pas considere comme 
un chef de rayon et il est remunere au 
meme taux que les commis du sexe fe-
minin. 
i. Les hommes de metier, deten-
teurs d'un certificat de compagnon emis 
par le Comite paritaire doivent etre re-
muneres au taux de $34.00 par semai-
ne. 
j.-Les apprentis, hommes de metier, 
doivent recevoir les salaires suivants 
Apprenti, 1ere annee 
Apprenti, 2eme annee 
Apprenti, 3eme annee 
Apprenti, 4eme annee 
$14.00 
16.00 
18.00 
22.00 
Class A 
Class B 
Class C 
per week 
$40.00 
35.00 
32.00 
$30.00 f.-1. Delivery-man 
Delivery-man's helper 
under 19 years of age 
Delivery-man's helper 
19 years of age or more. 
2. Messenger 
3. Errand Boy 
g.- Shop personnel: 
16.00 
23.00 
12.00 
11.00 
1. Male employees Per week 
i) Apprentice-tailor or dress-maker· 
1st year 
2nd year 
3rd year 
4th vear 
5th year 
$14.00 
16.00 
18.00 
21.00 
24.00 
ii) Tailors and dress-makers with 5 
years of experience or more shall be 
paid as follows 
1/3 Class A 
1/3 Class B 
1/ 3 Class C 
2. Female employees· 
$36.00 
32.00 
28.00 
i) Apprentice-milliner or seamtress: 
1st year $13.00 
2nd year 14.50 
3rd year 16.00 
ii) Milliners-seamtresses with 3 years 
of experience or more shall be paid as 
follows 
1 /3 Glass A 
1/~ Class B 
1/ 3 Class C 
$22.00 
19.00 
17.50 
h.-For the purposes of the present 
decree, the manager of the patterns de-
partment, in one or more establishments 
governed by the present decree, shall 
not be considered as a departmental 
manager and shall be paid the same 
rates as those of the female clerks. 
i.-Tradesmen holding a journey-
man's card issued by the Parity Com-
mittee shall be remunerated at the rate 
of $34.00 per week. 
j.-Trade apprentices shall 
the following wages 
Apprentice, 1st year 
Apprentice, 2nd year 
Apprentice, 3rd year 
Apprentice, 4th year. 
receive 
$14.00 
16.00 
18.00 
22.00 
L'apprenti-homme de metier qui a 
complete ses quatre annees d'apprentis-
sage mais qui n'a pas passe les examens 
pour se faire classifier compagnon dims 
son mew·~r;. rec;oit le salaire des hommes 
·' · · d'ouvrage general. 
j].-Nonobstant les dispositions du 
paragraphe. " j" du present article, les 
taux de salaires minima suivants s'ap-
pliquant aux apprentis du metier d'hor-
loger ou de bijoutier 
1er semestre $10.00 
2eme semestre 12.00 
2eme annee 16.00 
3eme annee 18.00 
4eme annee 22.00 
' k.-Le salaire d'un employe d'ouvra-
ge general, executant divers ,travaux de 
reparations, le montage et }'installation 
des marchandises, soit dans les maga-
sins, ·les entrepots ou au domicile des 
clients et cxecutant le travail ordinaire-
ment appele "ouvrage general", ou du 
prepose au service, aux fins du present 
decret, est le suivant 
Salaire 
hebdomadaire 
1. Homme d'ouvrage general 
a) de moins de 19 ans $16.00 
b) de 19 ans et plus 25.00 
c) travaillant en dehors des 
heures regulieres de tra~ 
vail, soit entre 6 heu-
res p.m. et 8 h. a.m. 0.60 
2. Femme de menage: 
(pour 48 heures de travail 
par semaine fait de 
jour ou de nuit) $15.00 
3. Prepose aux ascenseurs 
(pour 48 heures de travail) 14.00 
l. Le salaire hebdomadaire des gar-
diens de nuit est comme suit 
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The trade apprentice who has com-
pleted four years of apprenticeship but 
has not passed the examinations to be 
classified as journeyman in his trade 
s.hall receive the wage rate of a general 
·work employee. ~ 
H.--Notwithstanding the provisions 
of subsection "j" of the present section, 
the following minimum wage rates 
shall apply to the apprentices of the 
clockmaking or jewellery trade 
1st six months $10.00 
2nd six months 12.00 
2nd year 16.00 
3rd year 18.00 
4th year 22.00 
· k.-The wages of a general work em-
ployee who does, repair work, the erec-
tion and installation of merchandise, 
whether in stores, warehouse or at the 
clients' and who performs the work 
usually known as "general work", or 
that of the service man, for the pur-
poses of the present decree, shall be the 
following 
1. General work employee 
a) under 19 years of age 
b) 19 years of age or 
more 
c) working in excess of the reg-
ular working hours, i.e. be-
tween 6.00 p.m. and 
8.00 a.m. 
2. Charwoman: 
(for 48 ho,Urs per week work-
Weekly 
wages 
$16.00 
25.00 
0.60 
ed during day or night) $15.00 
3. Elevator employee 
(for 48 hours of 
work) 14.00 
l. The weekly wage rate of night 
watchmen shall be as follows· 
a) gardien de nuit faisant seu- a) 
lement de la surveiUance. $25.00 night watchman committed to the watch only $25.00 
b) gardien de nuit qui fait b) 
de l'ouvrage general 30.00 
night watchman 
m.-L'employe executant simultane-
ment plus d'une fonction ou charge fai-
sant l'objet du present decret doit rece-
voir le salaire etabli pour la charge la 
mieux remuneree' tout differend au su-
jet de cas de ce genre est soumis au Co-
mite paritaire. 
doing general work 30.00 
m.-The employee simultaneously 
committed to more than one operation 
or function subject to the. present decree 
sh8Jll receive the wages established for 
the highest-paid occupation, any dis-
pute concerning such cases shall be sub-
mitted to the Parity Committee. 
n.-D'accord avec !'article 13 de la 
Loi, rien n'emp{khe un ou plusieurs em-
ployeurs ou une association d'employ-
eurs d'etablir ou de maintenir, par ac-
cords individnels ou collectifs, des con-
ditions de travail comportant pour le sa-
larie une remuneration en monnaie cou-
rante plus elevee ou des compensations 
ou avantages plus etendus que ceux fixE:s 
par le present decret, tels accords gar-
dant leur plein.effet, nonobstant les dis-
positions du present decret. 
II est interdit, en convenant d'un sa-
laire plus eleve que celui mentionne dans 
le present decret de stipuler que le sup-
plement peut servir a acquitter tout 
montant du par l'employeur a !'employe 
pour travail supplementaire, lequel dit 
travail supplementaire doit toujours 
etre paye conformement au paragraphe 
"o" suivant, en plus du salaire regulier 
convenu pour Jes heures regulieres de 
travail, telles que determinees au pre-
sent article. 
L'employeur ou l'employeur profes-
sionnel ne peuvent compenser par une 
commission ou autrement le paiement 
du salaire stipule au present decret com-
me remuneration de !'employe pour son 
travail. Toute commission ou boni sont 
reputes etre dus en plus du salaire ici 
determine. 
Toutefois, a !'occasion de !'engage-
ment ou du re-engagement de l'empJoye, 
ou du rajustement des salaires a !'occa-
sion du present decret, la methode de 
calculer le boni sur les ventes ou le chif-
fre d'affaires attribue a chaque em-
ploye pourra etre modifiee. 
o.-Tout travail supplementaire, tel 
que determine au paragraphe "h" de l'ar-
ticle III, doit etre remunere comme suit: 
i. Apres 48 heures de travail, au taux 
et demi du salaire paye. 
ii. Pour travail execute le dimanche 
et entre 11.00 p.m. et 7.00 a.m., au taux 
double du salaire paye. 
Ce travail supplementaire est remu-
nere a. la demi-heure, a compter de la 
fermeture des etablissements vises par 
le present decret et pour toute demi-
heure additionnelle de travai·l commen-
ce' toutefois, }'employe doit fournir 
quinze (15) minutes de travail pour !'e-
vacuation et la mise en ordre des rayons 
dans les etablissements vises par le pre-
sent decret, apres l'heure de la ferme-
ture du soir 
p.-Les pourcentages doivent etre cal-
cules distinctement et separement pour 
Ies employes du sexe masculin et ceux 
du sexe feminin. 
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n.-Pursuant to section 13 of the Act, 
any employer or association of employ-
yers may establish or maintain, through 
private or collective agreements, work-
ing conditions giving the employee a 
higher remuneration in current money 
or more extended compensations or priv-
ileges than those set forth in the pres-
ent decree, such agreements keeping 
their full effect notwithstanding the 
provisions of the present decree. 
Wages agreed to by the employer and 
the employee and which are higher than 
those mentioned in the present decree, 
shall not be divided so as use the sup-
plement to compensate for any amount 
owed by the employer to the employee 
for overtime, such overtime shalJ- al-
ways be paid in conformity with the 
following subsection "o" in excess of the 
regular wages agreed upon for the reg-
ular hours of work, as determined in 
the present section. 
The employer or professional employ-
er shall not compensate by a commis-
sion or otherwise for the payment of 
the wages stipulated in the present de-
cree as remuneration of the employee 
for his work. Any commission or bonus 
shall . be due and payable in excess of 
the wages herein determined. 
However, at the time of employment 
or reemployment of an employee, or of 
wage readjustments resulting from the 
present decree, the way of computing 
the bonus on sales or turnover credited 
to each employee may be amended. 
o.-Overtime work, as determined in 
subsection "h" of section III, shall be 
remunerated as foHows 
i. After 48 hours of work, time and 
one-half based on the wages paid. 
ii. For work performed on Sunday 
between 11.00 p.m. and 7.00 a.m., dou-
ble time based on the wages paid. 
Such overtime work shall be paid on 
a half-hour basis from the closing of the 
establishments governed by the present 
decree and for any additional half-hour 
of work begun, however, the employee 
shall give 15 minutes of work for the 
evacuation and cleaning of the depart-
ments in the establishments governed 
by the present decree, after the closing 
time. 
p.-The percentages shall be comput-
ed distinctly and separately for the male 
and female employees. 
f • 
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q.-Aux fins de compilation de ces 
pourcentages, on ne tiendra pas compte 
des employes qui. sont membres de la 
famille de l'ernployeur., ou de ses asso-
cies (reembres de la famille, c'est-a-di-
re conjoints, ascendants ou descen-· · 
dants) 
r.-Deux (2) ou plusieurs etablisse-
ments commerciaux ou entreprises pri-
vees, exploites ou operes par le meme 
employeur, seront consideres comme des 
unites distinctes et independantes aux 
fins d'application du present d~cret. 
s.-Dans la compilation des pourcen-
tages pour chacune des categories d'em-
ployes concernes, il faut tenir compte 
des reglements suivants • 
1. Lorsqu'i,J n'y a qu'un emp.Ioye, il 
doit etre place dans la classe "C" pour 
un an, dans la classe "B" durant sa deu-
xieme annee et dans la classe "A" par 
la suite. 
2. Lorsqu'il n'y a que deux employes, 
l'un doit etre dans la classe "C" et un 
autre dans la classe "B" durant leur pre-
miere annee et ensuite ils doivent etre 
promus, l'un au salaire de la classe "A" 
et l'autre au salaire de la classe "B" 
3. Lorsqu'il y a plus de 3 employes, 
on doit proceder comme suit dans la 
classification des employes, au-dessus du 
nombre de trois ou des multiples de 
trois (3) 
a) le premier doit etre remunere au 
salaire de la classe ''B", 
b) le deuxie'me doit etre remunere au 
salaire de la classe "A" 
t.-L'employeur doit fournir l'unifor-
me du livreur, de l'aide-livreur et du 
gar~on d'ascenseur, si tel uniforme est 
exige. 
u.-Les permis de conduire, que doi-
vent avoir les employes regis par Ie pre-
sent decret qui conduisent des vehicu-
les automobiles de l'employeur, seront 
payes par l'employeur, si !'employe tra-
vaille six ( 6) mois ou plus pour le me-
me employeur chaque annee. 
v.-Un employeur ne peut avoir d'ap-
prentis a son emploi, s'il n'a pas au 
moins un homme qualifie du meme me-
tier, toutefois, cette regie ne s'applique 
pas au personnel d'etalage. 
w.-Tout employe a la vente, qui est 
paye sur une base de commission, doit 
recevoir chaque semaine une avance ega-
le au minimum du salaire de sa classifi-
cation, si un employe travaille pour plus 
d'un (1) emp·loyeur, chaque employeur 
doit declarer au Comite paritaire la pro-
portion du salaire minimum auquel il 
q.-For the purpose of computing 
those percentages, the employees who 
are members of the employer's famiJy 
or of his partners~, husband, wife, chil-
dren, asc~ndants or descendants) 
r.-Two (2) or more commercial es-
tablishments or private concerns, man-
aged or operated by the s·ame employ-
er, shall be considered as distinct and 
independent enterprises for the pur-
poses of enforcement of the present de-
cree. 
s.-The following rules must be ob-
SHved when computing the percentages 
for each one of the categories of em-
ployees concerned 
1. When there is but one employee, 
he shall be classed in class "C" for one 
year, in class "B" during his second 
year and in class "A" thereafter 
2. When there are but two ·employees 
one shall be in class "C" and the othe; 
in class "B" during the first year and, 
~hereafter, they shall be promoted, one 
m class "A" and the other in class "B" 
3. When there are more than 3 em-
ployees, those in excess of that number 
or multiple thereof, shall be classified 
as follows: 
a) The 1st one shall receive the 
wage rate of Class B, 
b) The second one shall receive the 
wage rate of Class A. 
t.-The employer shall supply the 
uniform of the delivery-man, the deliv-
ery-man's helper and of the elevator 
boy, if suc\i uniform is required. 
u.-Drivers licenses, needed by an 
employee governed by this decree to 
drive-motor-vehicles of the employer, 
shall be paid by the employer if the. em-
ployee works six (6) months or more 
for the same employer, each year 
'1.!.-An employer may not have ap-
prentices in his employ if he has not at 
least one qualified employee of the same 
trade, however, this clause does not 
apply to the display staff. 
w.-Any sales employee paid on a 
commission basis shall receive, each 
week advance money equal to the min-
imum wages of his classification 
should an employee work for more tha~ 
oue (1) employer, each employer shall 
inform the Parity Committee of the 
proportion of the minimum wages 
\ 
est tenu, sans quoi, chacun des employ-
eurs est solidairement responsable pour 
le total du salaire dO. chaque semaine 
aux termes du present decret. 
x.-Personnel de restaurant:-
Tous les employeurs qui exploitent un 
restaurant, dans un departement dis-
tinct de•leur etablissement commercial 
assujetti au 'present decret, peuvent ob-
tenir que les employes travaillant dans 
ce depar~ement dit "du restaurant", 
soien't classifies separement et exclus de 
toutes les autres categories de salaries, 
a !'exception des hommes et apprentis 
dB metiers. Les conditions de travail de 
ces employes de restaurant sont les sui-
vantes: · 
1. La seniaine regulif~re de travail est 
de cinquante et une (51) heures repar-
ties entre 7.00 hres a.m. et 7.30 p.m. 
2. Les taux minima de salaires paya~. 
bles a ces employes sont comme suit: ~ 
filles 
25% 
50% 
25% 
hommes 
$14.00 par semaine 
$16.00 par semaine 
$18.00 par semaine 
1/3 $16.00 par semaine 
1/3 · _ $20.00 par semaine 
1/3 $25.00 par semaine 
3. PourJes fins de calcul des pourcen-
tages etablis ci-haut, tous les employes 
du departement de restaurant doivent 
etre constitues en deux groupes, l'un 
comp·renant les employes du sexe femi-
nin, I' autre : les employes du sexe mas-
culin. ,. 
4. Le Comite paritaire charge de sur-
veiller }'application du present decret 
fait la clas~ification des employes tra-
vaillant dans ce departement, c'est-a-di-
re, qu'il determine quels sont ceux des 
employes de l'etablissement qui doivent 
etre classifies dans le departement du 
restaurant et etre assujettis aux condi-
tions de salai.res ci-haut. 
5. Le personnel de restaurant a droit 
aux salaires stipules a l'alinea "2" du 
present paragraphe pour la semaine re-
guliere de travail de l'etablissement, ce-
pendant aucun supplement de salaire 
n'est paye jusqu'a concurrence de 51 
heures de travail. 
6. Pour tous les cas non prevus, les 
autres stipulations du decret s'appli-
quent aux employes de ce departement. 
(Arretes ministeriels nos 4491 du 24 
decembre 1940, 2752 du 16 octobre 1941, 
2993 du 5 novembre 1942, 2256 et 3036 
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which he has to pay; if not, each and 
every employer shall be jointly and sev 
erally responsible for the total wages 
payable each week, according to this 
decree. 
x.-Restaurant employees :-All em-
ployers operating a restaurant in a dis-
tinct department o ftheir commercial es-
tab'lishn:i.ent goverued by the present 
decree can have the employees working 
in such department (the restaurant) 
classified separately and excluded from 
all the other categories of employees 
with the exception of tradesmen and ap-
prentices. The working conditions of 
such restaurant employees shall be as 
follows 
1. The standard work week shall con-
sist of fifty-one (51) hours distributed 
between 7.00 a.m. and 7.30 p.m. 
2. The minimum wage rates payable 
to such employees shall be as follows 
25% 
50% 
25% 
Female 
; $14.00 per week 
$16.00 per week 
$18.00 per week ... --' 
Male 
1/3 $16.00 per week 
1/3 $20.00 per week 
1/3 $25.00 per week 
3. For the purpose of computing these 
percentages, all the employees of the 
:·estaurant department shall be divided 
into two groups, one comprising the fe-
male employees and the other, the male 
employees. 
·!. The Parity Committee entrusted 
with the administration of the present 
decree shall classify the employees 
working in such department, i.e., it shall 
determine which employees of the estab-
lishment are to be classified into the 
restaurant department and be governed 
by the above conditions. 
5. The restaurant employees are en· 
titled to the wages stipulat~d in para-
graph "2" of the present subsection for 
the standard work week of the establish-
ment, however, there is no additional 
pay for work performed within the 
weekly duration of 51 hours. 
6. For all cases not provided for, the 
other stipulations of the decree shall ap-
ply to the employees of that department. 
(Orders in Council Nos. 4491 of Decem-
ber 24, 1940, 2752 of October 16, 1941, 
2993 of November 5, 1942, 2256 and 
• I 
I 
des 23 juin et 1er aout 1944, 2393 du 
21 iuin 191,.5, 1332 du 18 avril 1946 et 
550-A du 22 avril 1948-Gazette offi-
cielle de Quebec des 4 janvier et 18 oc-
- tobre 1941, 7 novembre 1942, 8 et 15 
juillet et 12 aout 1944, 30 juin 1945, 
4 mai 1946 et 24 avril1948) 
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. IV.-A.-Abroge. (Arretes ministe-
riels nos 898 et 2993 des 15 avril et 5 
novem'bre 1942, 2256 du 23 juin 1944 
et 818-B du 22 mai 1947 Gazette of-
ficielle de Quebec des 18 avril et 7 no-
vembre 1942, 8 juillet 1944 ,et 31 mai 
1rJJ,.7) 
V.-Paiement du salaire Le sa-
laire doit etre paye hebdomadairement 
en dehiers ayant cours legal dans la pro-
vince de Quebec. ·· 
L'employeur doit fournir~ chaque se-
maine a }'employe, en lui remettant son 
salaire, un etat detaille montrant le taux 
de salaire a l'heure ou a Ja semaine, le 
nombre d'heures regulieres ou supple-
mentaires faites durant la semaine et 
donnant en detailles ·retenues faites sur 
son salaire. (A rretes ministeriels nos 
1644 du 28 juin 1941 et 2256 du 23 juin 
1944 Gazette officielle de Quebec des 
,5 iuillet 1941 et 8 juillet 1944) 
V.-A.-Le Comite paritaire a le pou-
voir de classifier les employes dans les 
categories d'emplois determines dans ce 
decret suivant le travail qu'ils executent 
et sa decision est finale. (Arrete minis-
U.riel no .5'50-A du 22 avril1948 Ga-
zette officielle de Quebec du 24 avril 
1q48) 
. . VI.-Duree du decret :-Le present 
decret entrera en vigueur le jour de sa 
publication dans la Gazette officielle de 
Quebec et demeurera en vigueur jus-
qu'au 15 novembre 1946. Il se renou-
velle automatiquement d'annee en an-
nee, par la suite, a moins que l'une des 
parties contractantes ne donne a }'au-
tre partie un avis ecrit, a ce contraire, 
dans un delai qui ne doit pas etre de 
plus de soixante (60) ni de moins de 
trente (30) jours avant le 15 novembre 
de toute annee subsequente. Un tel avis 
doit egatlement etre adresse au minis-
tre du Travail. (Arretes ministeriels nos 
2752 du 16 octobre 1941 1332 du 
18 nvril1946 et .5'50-A du 22 avril1948 
Gazette officielle de Quebec des 18 
octobre 1941, 4 mai 1946 et 24 avril 
1948) 
Certifie, 
A. MORISSET, 
Greffier du Conseil executif 
3036 of .June 23 and August 1, 1944, 
2393 of .June 21, 1945, 1332 of April 18, 
1946 and 550-A of April22, 1948-Que-
bec Offidnl Gazette of .January 4 and 
October 18, 1941, November 7, 1942, .Ju-
ly 8 and 15 and August 12, 1944, .June 
30, 1945, May 4, 1946 and April 24, 
1948) 
IV.-A.-Deleted. (Orders in Council 
Nos. 898 and 2993 of April15 and No-
vember 5, 1942, 2256 of .June 23, 1944 
and 818-B of May 22, 1947 Quebec 
Official Gazette of April18 and Novem-
ber 7, 1942, .July 8, 1944 and May 31, 
1947) 
V.-Payment of wages:-The wages 
shall be paid weekly with legal tender 
in the Province of Quebec. 
The employer, when remitting the em-
ployee's wages, shall gi~e to the latter 
a detailed statement mentioning the 
wage rate by the hour or the week, the 
number of regular or overtime hours 
worked during the week and all wage 
deductions made. (Orders in Council 
Nos. 1644 of .June 28, 1941 and 2256 of 
.June 23, 1944 Q·uebec Official Ga-
zette of .July 5, 1941 and July 8, 1944) 
V.-A.-The Parity Committee has the 
right to classify the employees into the 
categories determined in this decree ac-
cording to the work which they perform 
and its decision shall be final. (Order 
in Co·uncil No. 550-A of Apnl22, 1948-
Quebec Official Gazette of April 24, 
1948) 
VI.-Dumtion of the decree:- The 
present decree shall come into force on 
the date of its publication in the Que-
bec Official Gazette and shall so remain 
until November 15, 1946. It then renews 
itself automatically from year to year, 
unless one of the contracting parties no-
tifies the other party, in writing, to the 
contrary within a period of not more 
than sixty ( 60) days, nor less than thir-
ty (30) days, prior to November 15 of 
any subsequent year Such a nntice must 
also be forwarded to the Minister of La-
bour (Orders in Council Nos. 2752 of 
October 16, 1941, 1832 of April 18, 
1946 and 550-A of April 22, 1948 -
Quebec Official Gazette of October 18, 
1.941, May 4, 1946 and April 24, 1948) 
Certified, 
A. MORISSET, 
Clerk of the Executive Council. 
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FOR 
NEW MEMBERS 
· OF THE STAFF 
TO YOU WHO HAVE 
JOINED THE SIMPSON STAFF 
The purpose of this booklet is to inform you 
of Simpson policies and practices. As the con-
tznued success of our business depends so much 
on your personal--progress and well-being, it 
is clear that we have a common obJective in 
working together in harmony and understand-
zng We believe that the_, more familiar you 
are with these policies and practices the more 
fully you will en;oy your association wzth the 
Company. We ask you to read this book 
carefully and keep it for future r~ference. 
Yours szncerely, 
MANAGING DIRECTOR 
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OUR COMPANY 
People in every part of Canada, and indeed far beyond the 
Canadian border, shop at Simpson's. In five Canadian cities 
they make their purchases personally in a Simpson Store. 
In more than 150 other Canadian communities they receive 
assistance in ordering Store or Catalogue merchandise by 
visiting a Simpson Order Office. In any corner of the globe 
where a postal service g<?es, a letter to one of Simpson's three 
Mail Order houses brings prompt and careful attention. 
The merchandise thus laid before the customer is first and 
foremost the product of our own Canadian fellow-citizens. 
To these are added matchless products of English materials 
and craftmanship, the china of Staffordshire and Limoges, 
linens from Ireland, glass from Czechoslovakia and Sweden, 
dresses from Paris and embroideries from the Middle East, 
silks from China and rugs from India, handicrafts from 
Mexico and Central America, the marvellous labour-saving 
devices of.i:he United States. 
Simpson's is the group of people-over 15,000 of them-
who are . associated in doing these things. The buyer who 
sees the world market through his customers' eyes, the sales 
girl who helps the shopper find the one right dress, the Mail 
Order worker who promptly and correctly fills an order, the 
packer on whose care hangs someone's hope or disappoint-
ment, the driver with his precious load of bundles-these 
and their countless fellow-workers are the people who make 
up Simpson's. 
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When, on a blustery day in 1872, Robert Simpson turned 
the key in the newly painted front door of an unpretentious 
store near the corner of Queen and Yonge, in the still youthful 
city of Toronto, he brought into being this new business. 
The small store, manned by the proprietor and one sales 
person, and stocked by weekly visits to the local wholesale 
district, was. a far cry from the wide-flung Simpson enterprise 
of today; but Robert Simpson's courtly ways, his shrewd 
merchandising, his insistence on service to the customer, early 
set a pattern for the new business. This pattern, carried on 
through the years, has made Simpson's grow with Canada 
and is the reasol?- why so many of us are working here today 
* * * 
"Simpson's", says the pleasing voice on tbe telephone. 
Yesterday, perhaps, you were a customer casually ordering 
a ball of fine yarn spun in the mills of Yorkshire. You were 
confident in the assurance of its prompt arrival. Today, you 
are part of the team that bridges the gap from Yorkshire, and 
other places near and far, to the customer's door The voice 
on the telephone speaks for you. A tradition of courtesy and 
service is in· yourkeeping. 
Welcome to Simpson's! 
5 
YOUR JOB 
One of the best things any one can wish you is that you have 
a job that interests you and that you can do well. 
Some one in the Employment Office has discussed your 
interests and qualifications with you and tried to place you 
in just such a job. You were then given training in order to 
enable you to carry o~~yqur work efficiently It is realized, 
howeve.r, that what was a good job for you to be placed in at 
the beginning may not be a good place for you to remain. 
For this reason each year your work is reviewed carefully 
by a committee consisting of your immediate supervisor and 
the two people next in line above him. The object of this is 
·'to make sure that your ability is recognized and that you are 
getting all--the help you need to develop further As a result 
,• 
of thei~ d~liberations the committee may recommend certain 
things. T~ey may decide that you are entitled to an increase 
in salary. J'hey may feel that some extra training will help you 
in your ~;esent work or in preparing for additional responsi-
bility They may consider that you are now able to undertake 
greater responsibility There will be many opportunities for 
advancement in the future and it is essential that the Manage-
ment is informed of those employees whose qualifications 
entitle them to consideration. 
6 
You will be interested to know the items that the Com-
mittees most frequently consider in their ratings. Here is 
a list of them. 
Knowledge of Stock (Merchandise Departments only). 
Knowledge of Procedure. 
Relations with Customers (applies only to employees. 
who aeal )Vith the public). 
Relations with Other Workers. 
Loyalty. 
Leadership Capacity. 
Accuracy. _ 
Industry. 
Reliability. 
I nitia ti ve. 
Appearance. 
Attendance and Punctuality. 
Health. 
This annual. review assures you of opportunity to progress 
in your work a-nd to get ahead. However, you may have 
plans of your own. Indeed, it is to be hoped that you are 
planning for. your own future, for in the last analysis it depends 
more on you than on anyone else._ You rhay like to discuss 
these plans with your immediate supervisor ana get his advice 
and assistance. It your plans involve work outside of the 
department, he may refer you to the Employment Office to 
discuss the possibility of a transfer. Or, if you prefer, you 
may go to the Employment Office on your own initiative. 
Naturally it may. not be possible for them to make arrange-
ments immediately to carry out your wishes. Indeed, some-
times they may fipd it necessary to counsel you against such 
a move. In any case you may rest assured that they will go 
into the matt~; with you fully both from the point of view 
of your qualifications and of the availability of the work, and 
will do their best to.work things out to your advantage. 
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·TRAINING 
Training is to help you do your job with greater ease and 
comfort; to enable you to learn quickly what would take a 
long time to l~arn unaided. Most of your training is done 
right on the job by your Section Head or by your Job In-
struc~ion Trainer These people have had special training 
in how to give you the ll!_o_st efficient instruction. Even when 
you have mastered your job, new merchandise and new 
methods are constantly being introduced. It is a help to have 
someone pass this information on to you promptly and clearly. 
The Training Department gives courses in methods of 
instruction to those who train you on the job. It gives courses 
.to new employees in general routine, including sales-check 
system for ~les people. From time to time it arranges other 
courses for~roups who have special needs. At any time if you 
feel the' nee.d for extra help in mastering your work, you may 
go to the Training Department and obtain assistance. 
~~ 
Only tJ:le essentials of your job can be taught to you 
directly There are many extra things which you can learn 
by keeping your eyes open and asking questions. These extra 
bits of knowledge enable you to do your job better, and they 
make it much more interesting. 
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To help you teach yourself the Training Department has 
a library with plenty of material on merchandise and other 
aspects of the business. It is yours to use. Also in some de-
par:tments are merchandise manuals giving a very complete 
description of the lines carried by the department . 
In order to carry on training effectively, it is necessary 
to keep in tauch with how people are doing their job. With 
sales people there is a special means of doing this, namely, 
the shopper The shopper's job is to find out who needs 
help in the form of further training. The shopper is not 
trying to trip you up. She is merely forming an unbiased 
opinion of how ~ell 'you have learned your job or, in the 
case of an employee of longer standing, she wants to see if 
there are some .habits creeping in which may be spoiling the 
effectiveness of b.is work. rou are always told about these reports 
whether they ar~ good or bad . If they are good they should 
be an encouragement to you. If they are n<;>t good they 
should help . you to improve. No one likes criticism, but we 
all know it is kinder to criticize than to let a person go on 
making mistakes, especially in a matter as importa~t as one's 
work. 
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SE~URITY OF WORK 
We hope you will work with us many years. Your doing 
so depends primarily upon the success you make of your job. 
There is every confidence that you will make a success, other-
wise you would not have been selected for your job. There 
are only two reasons for not succeeding here: 
(a) NoT DOING TH~joB PROPERLY Naturally, if anyone 
continues to do poor work after adequate training, he 
cannot be retained at that work. However, where 
failure occurs through lack of the special ability re-
quired for the particular job, and not through lack 
of effort and willingness, every effort is made to place 
the person in more suitable work. 
(b) MISCONDUCT. The rules of conduct here are simple 
and common-sense. You are expected to comply with 
the,., instructions given you by your supervisor, and to 
be ' helpful and congenial to your fellow-workers. 
/ 
· Smoking is limited to certain safe places. Dress and 
appearance must be in keeping with your work. Dig-
nified and business-like conduct is required before the 
ptiblic. Persistent infraction of such necessary require-
ments cannot be tolerated. Of course, serious offences 
such as disorderly conduct or dishonesty call for immed-
iate dismissal. 
By sincere effort you may build up for yourself a secure 
place at Simpson's. 
_ I 
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LOOKING SMART ON THE JOB 
A Word to Wise Women 
Stylists, who know smart clothes, tell us women always look 
their best in black or navy We all know how true that is. 
A simple bla~k 011 navy basic dress provides a background 
for varied changes of crisp, fresh, white neckwear or costume 
jewellery. That is why the women of our sales staff are asked 
to wear black or: navy blue during the winter months. When 
we know we look our .smartest, our most attractive, we can 
approach our job with greater confidence. 
When summer comes, bringing hot, sultry days, lighter 
colors may appear, but even then let us remember that one 
cool, fresh shade is smarter than a collection of clashing colors. 
A becoming "hair-do" goes a long way towards making 
any woman -look her best. Neatly groomed hair that is likely 
to stay that way all day is both .smart imd ·comfortable. 
Exotic "hair-dos" belong to after-store hours--let us keep 
them there. 
"Make-up" is a very important part of good grooming. 
Elizabeth Arden says, "Make-up should be a lovely secret; 
every woman should strive to have that fresh, naturally lovely 
look those wh0 look at her should never be conscious of 
the rouge, lip~tick, mascara, eye-shadow and powder." So 
let us learn the secret of "make-up." The trained staff in 
Toiletries Depar;tmeht is eager to help us do a "beautiful" 
job skilfully R-emember too, our hands are so much in evi-
dence when we are displaying goods, let us keep them looking 
as pretty as possible with well manicured nails. 
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Have you ever realized how important shoes are? Shoes 
that hurt can make us ill-shoes that are pretty, but let 
our arches down, can make us look old and feel tired from 
the time we start on the job each day. Tailored ties or sensible 
pumps with walking heels are not only kind to our feet, they 
may change our whole outlook on life. 
And don't let us forget about the "little things" that make 
a world of difference in our appearance the slip that 
shows the buttons or domes that are missing on our 
dresses the skirt hem_ that has dropped the soiled 
collar that should be white .. the spots that always show, 
no matter how much we think they don't. 
True, it takes time to take care of our clothes, and our-
selves, but the way we look to others is of first importance if 
we are to be happy and successful on the job. 
And to the Men 
Few thin_gs add more to a man's self-confidence than the 
knowledge ~at he has a well-groomed look. A neat suit of 
conservative and business-like pattern, a clean shirt and shoes 
that shine, t6gether with well scrubbed hands, trim hair, and 
a clean shaVe go a long way toward building up that self-
assurance ~o · necessary in meeting the public. 
* * * 
For some who work behind the scenes, both men and 
women, such dress may not be practicable, but a degree of 
personal neatness compatible with their work will be appreci-
ated by their fellow-employees. 
THE LOr~OON TC;Ii'E 
li'fGINA DOWNTOWN !:.TOR( 
REGINA MAIL OfW£R o\NO '>lOR( 
sueu.us_actD 
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Here are pictured the principal buildings of Simpson's Limited. The 
business, which was founded in Toronto in 1872, now embraces 
fine Departmental Stores in five important Canadian cities-Toronto, 
Montreal, london, Halifax and Regina; a Mail Order division with 
branches operating at Toronto, Halifax and Regina; and Order 
Offfces and Agencies in 1 58 communities throughout the country; 
a1t of which combine to serve Canadians from the Atlantic lo the 
Pacific. ::Simpson's" is a familiar household word in millions of homes 
signifying good merchandise, good value and good serv,ice. ' 
YOU'll ENJOY SHOPPING AT SIMPSON'S 
. ·~ .. ~ ....... 
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HALifAX MAIL ORDER AND STORE 
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YOUR WORKING DAY 
In general, your hours of work are as short as is consistent 
with the convenience of customers and the maintenance of 
essential services. 
The hour~ of work for different groups necessarily -vary 
Someone must open up in the mornings and close up at 
night. Certain services, such as elevators, must be operating 
to get people to their places of work. An effort is made to 
arrange the hm1rs of the people who carry on these services 
so as to keep them as, near the general average as possible, 
or otherwise to compensate them by a higher rate of pay than 
their work would otherwise call for. 
Time for a Pause 
The luncheon period is one hour The time for y9ur lunch 
will be indicated to you so as to fit in with the rest of the 
department. 
Unless there is an urgent situation in your department 
you may expect a fifteen-minute relief period each morning 
and afternoon at a time arranged by your department man-
ager. 
Employees rpay 'smoke in certain designated places. In 
most parts of •the buildings either the fire hazard or the 
impression which would be made on the public (or both 
reasons) preclude smoking on the part of employees. 
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YOUR WAGES 
Your wages are handed to you in an envelope in the depart-
ment. Should you be away on pay day, you may claim 
them at the Wage Ofl;lce on your return. The wage envelope 
states the amount ofdeductions and the net amount of wages 
in the envelope. In order to ascertain your total wage you 
must add these figures together. 
It is hnportant for you to understand clearly that deduc-
tions are not made through any desire or insistence on the 
part of the Company. All deductions fall into two classes: 
(a) Those determined by Government regulation, namely, 
Income Tax and Unemployment Insurance. The 
Company is required by law to make these deductions 
and /o forward the money to the Government. 
I' 
(b) Th~_?~ deductions made at your own request for your 
benefit or convenience. Most common of these are 
deductions for purposes of the Savings and Profit 
Sharing Fund, and for the Blue Cross Hospital Plan. 
Others are for purchase of Government bonds, for 
donation to charities or for repayment of loans from 
the Company None of these deductions are in any 
way compulsory They are made only at your request. 
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You are paid up to and including the Saturday before 
each pay day The reason yo.u are not paid right up to date 
is that it takes time for the Wage Office to make up all those 
envelopes after receiving the record of attendance from the 
Time Office. 
If your wages should not seem correct, consult your de-
partment m""anag;er. In some cases it may be necessary for 
you to go to the Wage Office yourself. 
The most (requent cause of an incorrect pay envelope is 
the failure to record time. Your wages are not likely to be 
incorrect unless you failed to record time sometime during 
the week. When you record your time by ringing or by 
signing a sheet) you are saying to the Wage.: Office, "I'm 
here." Your wages are made up from that record you make 
on your Time Card or Time Sheet, and unless it shows you 
as here, the Wage Office naturally assumes you were away 
Under proper circumstances you receive pay when forced to 
be absent through illness, as explained under .>'Your Health" 
on page 23. 
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VACATIONS 
The general plan for vacations is that after one year's service 
an employee is entitled to one week's vacation with pay; 
after two years' service he is entitled to two weeks' vacation 
with pay However, if an employee joins the Company before 
the close of the vacation season, he is entitled to one week's 
holiday with pay during the next vacation season without 
necessarily completing til~ year's service. Similarly in the 
following year he is entitled to two weeks' 
An employee who has given 25 years' service is granted 
four weeks' vacation with pay each year. 
The regular vacation season is from the middle of April 
to the end of the third week in September, the exact dates 
being set each year Arrangements are made for each per-
son's vacatio..h by the department manager. 
.. 
/ 
No one ts encouraged to take his vacation outside the 
regular se'!~n. However, anyone employed for one year 
may obtain his vacation at any time, except during the months 
of November and December, by applying at the Wage Office . 
But he may not have a second vacation within a twelve-month 
period. 
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SHOPPING PRIVILEGES 
As a regular employee you are entitled to a Shopping Pass 
which enables you to make most of your purchases at a dis-
count of 10%. In the case of some items, however, it is not 
possible to gJ"ant any discount. 
This discount privilege is extended also to certain rela-
tives, namely ,a wife, mother, a dependent father, son or 
daughter, provided they are living in the same household with 
you, and not employed elsewhere. 
It is undersl;ood that this privilege applies only to mer-
chandise bought for the purchaser's own use or as a gift paid 
for with his: own money 
You are issued your Shopping Pass by tlie Employment 
Office. Any relatives entitled to use your pass are registered 
and authoriz~d on the pass. Any change relating to any of 
these relatives whiCh affects their eligibility for discount must 
be reported to th~ Employment Office so that proper changes 
may be made. Should you at any time lose your pass this 
must be reported to the Employment Office in order to pre-
vent use of the "lost pass by unauthorized persons and in 
order that an~ther pass may be issued to you. It is usually 
necessary to allow some time to elapse before a new pass 
is issued. 
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Anyone leaving the employ of the Company must turn 
in his pass at the time of receiving his final pay. However, 
in the case of a girl leaving to be married, if she has five 
or more years' service with the Company, the pass may be 
extended for a limited time to aid her in setting up her new 
home. Such special exceptions, however, must be properly 
authorized but are not to exceed 3 months. 
If at any time one of the relatives authorized on your 
pass wishes to make purchases, you may obtain for him a 
Relatives' Shopping Pass._ . This Relatives' Shopping Pass 
is good for only the one dayfor which it is marked. 
In order to give you an opportunity to make your per-
sonal purchases, your department manager may allow you 
time when you can be spared from the department. 
LOOKING AFTER YOUR BELONGINGS 
There is a cloakroom for your hat and coat. Fur coats and 
other speci~ly valuable articles should, however, be left for 
safe-keeping i.r;1 the Employees' Checkroom. Your purse should 
go with you;to the department. 
Purcha.§~ which you make during the daytime must be 
deposited, with the sales bill, in the Employees' Checkroom. 
It is best to .do this early in the day to save congestion, but 
in any case it must be done at least half an hour before clos-
ing time. The parcel will be stamped so as to identify it as 
your own property and clear it through the -doorman on 
your way out. This procedure also applies to parcels you 
bring into the building and intend to take out again. 
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THE RECORD OF YOUR SERVICE 
It is important for the Company records concerning you to 
be kept up to date. In certain items of information this can 
be done only with your co-operation. Please notify the Em-
ployment Office in case of: 
Change ;f ad!!l.ress. 
Change of marital status. 
Change in the name or address of the person to be notified 
in case o£ an emergency. 
Any new qualifications that you may acquire through a 
night-school course or by means of a hobby which might 
be related to some kind of work in the Company 
IDEAS PAY 
No one hai a monopoly of good ideas. No one knows all 
the answers. You may think of an .improvement in merchan-
dise or an idea regarding selling or advertising. Perhaps a 
more efficient method of doing your own work will occur to 
you. Reduction of costs, elimination of waste, safety improve-
ments are all' matters which require continual attention. 
Any suggestion you think worth submitting will be care-
fully considered by a committee. If they find your suggestion 
is a useful ope you will receive an award in proportion to 
its value. 
Suggestion . poxes are located in convenient places. At 
each box is a 'Supply of Suggestion Blanks with full instruc-
tions on how to submit your ideas. 
Anything you do. to promote efficiency benefits us all. 
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WHAT'S ON YOUR MIND? 
Certainly people have grievances here. At some time or 
other you may have one. Well, here is an invitation to get 
it off your chest. 
Ordinarily, the first thing to do is to take it up with your 
Section Head to see if he can't straighten it out himself, or 
take it to someone who can. 
But perhaps you feel _tJ~e Section Head won't understand. 
Remember, of course, if you don't tell him your problems he 
won't haye much chance to understand. However that may 
be, if you wish, you may take the matter to your department 
manager or his assistant. 
Sometimes your difficulty may be such that you do not 
feel able to discuss it with any one in the department. The 
people in the Training or Employment Departments will lend 
you a sympathetic ear and will endeavour to help you. 
If you have not obtained satisfaction by the means out-
lined above,, .. you may take the matter to the Store Superin-
tendent, th<f Mail Order Operating Manager, or the Branch 
Manager.* 
Instead of burdening your fellow employees with your 
grievances,_~why not take them to some one who can do 
something about them. 
*In the Toronto, Montreal, or London stores apply to the Store Super-
intendent. 
In the Toronto Mail Order apply to the Operating Manager. 
In Halifax or Regina, if you work in the Retail Division apply to the 
Superintendent or the Branch Manager. If you work in the Mail Order 
Division apply to the Operating Manager or the Branch Manager 
----------------------'" 
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SIMPSON'S EMPLOYEES' CLUBS 
Groups of employees in each Branch are active in various 
sports and hobbies, such as Baseball, Riding, Bowling, Swim-
ming, Photography, Tennis, Golf. 
... 
There are Simpson Y.M.C.A. Clubs in several of the 
Branches. 
A committee of employees administers the fund donated 
by employees to support the Community Chest and other 
charitable organizations. 
The 25-Ye<i_r Club is an honorary group consisting of all 
employees with QS or more years of service with the Company. 
Each new member is presented with a gold watch, a hand-
some scroll; and a service pin. All members receive four 
weeks' vacation with pay each ye<J.r, ·and are entitled to cer-
tain other privileges. 
The Training Department will be glad to give you full 
particulars concerning the organizations in your Branch. 
Social,.recreational, and service activities at Simpson's are 
conducted, and chiefly initiated, by employees. However, 
the Company stands ready to assist representative groups of 
employees with fuutual interests of this kind whose needs are 
not met by existing organizations. 
YOUR HEALTH 
Safeguarding your health is a matter of vital concern to your-
self and also to the Company Wholesome working condi-
tions are one way in which the Company endeavours to 
protect your health.. In addition, there are arrangements to 
assist you in getting proper medical care as needed. 
A Company doctor will-'Siye you a complete medical exam-
ination and minor treatment free of charge. The doctor will 
also visit your home without charge if you are not well enough 
to come in, and provided you are not already under the care 
of another doctor. 
A Hospital or First Aid Station is within easy reach of all 
employees. In case of injury in connection with work, the 
Company provides complete treatment. 
If you b(come ill, provided you have been with Simpson's 
for a yeiJ,r, y ou become eligible for sickness allowance. This 
comes intq effect for illness of more than three days' duration. 
The amount of allowance depends on length of service and 
the circumi tances of the case, each case being considered 
individually on its merits by a senior officer of the Company 
No sickness allowance is paid to a married woman whose 
husband is employed. 
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HOSPITAL BENEFITS 
rour hospital costs are shared by the Company if you join 
the Blue Cross Hospital Plan. In return for a small monthly 
payment this plan undertakes to pay your expenses in case 
it is necessary for you to go to hospital. Since the Company 
pays one half of the monthly charge, you may obtain this 
protection for as little as 25 cents a month. A married em-
ployee may proyide this protection for himself and dependent 
family for as little as ,50 cents a month. These rates vary in 
different localities, being set by the local Blue Cross Associ-
ation. The full particulars of this Plan may be obtained from 
the Training Dt;partment at any time. However, it is possible 
to receive new members only at a specified time twice a year, 
of which qotice is circulated amongst all employees. If, 
however, you belonged to the Blue Cross :Plan prior to being 
employed at Simpson's, you should see the T~~·ining Depart-
ment about changing your group as soon as po~sible after 
commencing work here. 
Glenerin Hall is a convalescent home for Simpson employees 
set in the. midst .of spacious lawns and shaded woodland in 
rolling country near Toronto. Employees of all Branches 
recovering from jllness .or otherwise needing a building up 
of their health, are ·sent, free of charge, to enjoy the benefits 
of the good fi>od, fresh air and restful surroundings of this 
beauty spot. They receive full pay during the time spent 
at Glenerin. 
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PROFIT SHARING 
After you have been a regular employee of the Company for 
one year, you are entitled to participate in the Employees' 
Savings and Profit Sharing Fund. You deposit 5% of your 
wages in the Fund up to a yearly maximum of $100.00. The 
Company contributes each year 5% of consolidated net profits. 
In the 28 years during which the Fund has been in operation 
the Company has contribut~d $1,432,311.28. 
The money in the Fund is invested by the Board of Trustees 
of the Fund. The interest and dividends earned are distri-
buted among the members of the Fund in proportion to the 
balance at the credit of each member. 
Your balance grows from four sources- your own deposits, 
the Company contribution, interest and dividends, and non-
taxable lapsed profits of members who withdraw from the 
Fund before they are entitled to withdraw profits, as explained 
on the next page. 
I' 
Here are some actual examples of individual accounts: 
F.R. 'has contributed $1,888.25 during 19 years. 
His-present balance is $6,154.70 . 
S.W. has contributed $898.00 in 9 years. 
Her present balance is $1,835.79. 
E.P.R. has contributed $2,800.00 in 28 years . 
His present balance is $15,908.79. 
Each year every member receives a statement showing 
how his account has benefited during the preceding year 
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Joining the Fund 
When you have been a regular employee for a year you 
will be so advised through yom pay envelope and will be invited 
to participate in the fund by signing the Fo~m of Application. 
Withdrawal from the Fund 
The money which you deposit is yours to withdraw at 
any time, if you so wish, together with interest at the rate 
of 5% compounded semi-annually After ten years' service 
(not ten years in the Fund) you are entitled to withdraw the 
full balance at the credit of your account. 
An exception is made in the case of a girl who leaves 
to be married. She requires only five years' service with 
the Company irt order to be eligible to withdraw her full 
balance. I.t is emphasized that she must first leave the Company 
employ and actuqlly marry in order to become eligible for this 
special privilege. 
Notice of withdrawal is given by signing an Application 
for Withdrawal. Anyone who withdraws is eligible for re-
instatement at the end of one year. 
Further Information 
Any inquiries concerning this Fund should be made at 
the office of 'the Store Superintendent, the Mail Order Oper-
ating Manager or the Branch Manager * You may obtain 
there at any time a copy of the printed plan of Simpson Em-
ployees' Sav}ngs and Profit Sharing Fund which gives com-
plete information .. 
*In the Toronto1 Montreal or London stores the office of the Store Superintendt:jlt. 
In the Toronto Mail Order the office of the Operating Manager. 
In Halifax, if you work in the Retail Division, the office of the Super-
intendent or Branch Manager. If you work in the Mail Order 
Division, the office of the. Operating or Branch Manager. 
In Regina at the Employment and Training Department. 
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LOANS 
There are times when any one of us may run into serious 
financial difficulty through some unavoidable circumstance. 
Illness of ourselves or our families, or serious difficulty in 
regard to the taxes OJ;" the mortgage on the home are examples. 
In such cases the Company may grant a loan to the employee . 
If you are at any time in such a situation, the b~st thing 
to do is to apply to the Stor!! Superintendent, the Mail Order 
Operating Manager, or the Branch Manager* who will con-
sider your case sympathetically 
The rate of interest charged for these loans is the same as 
the bank charges the Company This is less than the interest 
the bank would charge to an individual on a small loan. 
The Company expects you to provide security for such a 
loan. Most commonly a balance in the Profit Sharing is 
accepted as security However, even if you haven't anything 
to offer as se,cmrity it may be possible to grant you a loan. 
Loans a;e made for essential purposes only It is not the 
practice to loan money for such purposes as the purchase of 
automobil~s~ travel, etc. 
:__~ 
*In the Toron'to, Montreal, or London stores apply to the Store Super-
intendent. 
In the Toronto Mail Order apply to the Operating Manager. 
In Halifax or Regina, if you work in the Retail Division, ~pply to th_e 
Superintendent or the Branch Manager. If you work m the Ma1l 
Order Division apply to the Operating Manager or the Branch 
Manager. 
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RETIREMENT SECURITY PLAN 
A regular retirement income is provided for all long-service 
employees. This is done through the purchase of Canadian 
Government Annuities, paid for entirely by the Company 
Everyone who becomes a regular employee of the Com-
pany befor~ reaFhing the age of 46 becomes eligible to par-
ticipate after having: (1) Completed one year of continuous 
service with the Company, (2) Attained the age of 30, and 
(3) Become a member of the Employees' Savings and Profit 
Sharing Fund' (see p~ge 25). 
This last condition ensures that you will have as provision 
for your future security a cash sum as well as a retirement 
income. 
The Plan pyovides for retirement at the age of 65. You 
will then receive an annual income based on your earnings 
and length. of service. 
The Company will notify you when you become eligible 
and will arrange for your enrolment. However, if you should 
fail to receive such notice within a month of the~ time when 
you become eligible, please make enquiry at the office of the 
Store Super~ntendent, the Mail Order Operating Manager, 
or the Branch Manager * You may obtain there at any 
time a copy of .Simpson's Retirement Security Plan which 
gives full particulars. 
*In the Toronto, .¥ontreal or London stores apply at the office of the 
Store Superintendent. 
In the Toronto· Mail Order, the office of the Operating Manager. 
In Halifax, if y~u work in the Retail Division, the office of the Superin-
tendent or Branch Manager. If you work in the Mail Order Division, 
the office of the Operating or Branch Manager. 
In Regina, at the Employment and Training Department. 
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·----------------------------------· 
We have in these pages covered information 
which we believe is essential to you as a 
member of the staff Ij you have other ques-
tions which are not answered here, do not 
hesitate to enquire from your Section Head, 
your Manager, or the Training Department. 
·>----------------------------------· 
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